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The Open Learning Network
Creating an Accreditation System

For a long time now, literacy workers, learners and volunteers in the
eastern Ontario region have been asking these questions:

How can we document the learning that takes place in
literacy programs, and how can the adult learner receive
credit for that learning?

The Board of Directors of Literacy Link Eastern Ontario, a regional network, applied for

funding to the Ministry of Education Literacy Branch, and The National Literacy

Secretariat so that we could initiate a regional system of documenting and recognizing

the learning that takes place in our programs. Work started on the Open Learning Network

(OLN) project in 1991 and is still ongoing. The project was divided into three phases so that we

could track and measure our progress.

Literacy workers in our region find that the literacy field is still developing and there is a lack

of appropriate placement and assessment materials and tools for the adult literacy learner in their

programs. Our project provides practitioners with the opportunity to meet and consult with

other educators in the field in order to develop consistent, comprehensive methods and

approaches. Learners frustrated with the lack of recognition for their learning from institution to

institution will benefit most from an accreditation system. They can be provided with proof of

learning that is acceptable to all educators across the different educational sectors, as well as

employers.
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Why is the Open Learning Network Project needed in the
new global economic context?

Those initially working on the project felt that a formal system was needed to recognize the

learning that takes place in literacy programs. It was felt that the Open Learning Network was

needed for the following reasons:

* to recognize and strengthen foundation skills in the area of reading, writing,

numeracy, personal growth and computer literacy

* to avoid repeating learning that has taken place

* to build on existing skills

* to show employers exactly what skills a prospective employee can do

* to create a seamless education system

* to build confidence and self esteem in adult learners

The work of the OLN project is very timely as both school boards and colleges are articulating

what they teach, and this project reports to these groups on a regular basis.

Phase One

A researcher and a consultant with experience in the literacy field were hired. The director of the

Network, the researcher and consultant formed the initial working group. Phase One focused on

gathering articulation models and materials from Canada and the U.K. In particular, three models

were studied: The Open College UK Model, Albsu UK Model and the Perth Huron Ontario

Model. We spent a great deal of time discussing the questions with the literacy field, business

community and other educational institutions.

We identified the conclusions from Phase One by selecting and grouping key points from the

written interviews we conducted. From the data we were able to determine that we should:

* concentrate on finding out about and documenting the learning that takes

place in literacy programs

* collaborate with literacy programs to develop an accreditation model

* ensure that 'standards' of accreditation are acceptable and understandable to

the wider community

2 6
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A report was written and issued. Copies were distributed to the funders and to all who took part

in the interview process, and to other interested parties.

Phase Two

We started Phase Two of the project in August 1992. All educational organizations and

institutions in the region were contacted to participate in an information-session and to form a

working group. The project was named The Open Learning Network (OLN). Throughout the

fall and winter, the working group met once a month for one or two days. The consultation

process was participatory, across all roles, (learners, teachers, administrators) and all sectors,

(community-based, school board, and college).

We invited the working group to submit skills inventories for the area of communications,

numeracy and computers that they use in their programs. Local groups were formed to

collaborate on the development of one list that would be flexible enough to satisfy the needs of

all programs. The working group met to review the work of the local groups. The skills lists,

resulting from the small group work, were blended into one master list for Communications,

Numeracy, Personal Growth and Computers.

A person knowledgeable in curriculum design was hired to further develop the skills

inventories. Together with the working group, she looked at many curriculums for

communications, numeracy and computers and expanded the skills inventories that had been

compiled. A draft mission statement and a possible model of accreditation was also developed in

meetings over a period of 3 months. In order to develop a model, the working committee

identified essential ingredients that would make a successful process:

The system must be flexible, learner-friendly, voluntary, academically sound, easily accessible

to all adults at all stages of learning, transferable, credible to educators and employers alike, and

take into account linguistic and ethnic diversity.

The following objectives for an accreditation model were developed by brainstorming ideas

and recording them on flipcharts:

* provide a framework for learning strategies and content used by practitioners

across eastern Ontario
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* develop the use of prior learning assessment as a placement tool for

practitioners

* give recognition to learning across a variety of sectors

* facilitate meetings of literacy providers where they can submit courses

* allow students easier access to all programs

* support staff in developing curriculum and an understanding of consistent

assessment procedures

We found that reaching consensus on a model needed a great deal of discussion and collaboration.

During discussions on the control of the accreditation system, questions arose such as:

* should the institutions be responsible for accreditation, or an impartial body

such as the literacy network?

* how will we ensure quality control, if the institutions give out the

accreditation?

* should there be a panel of peers to monitor the process?

* how can' we design the process to ensure maximum ease for our learners?

* how can we monitor the process without disempowering our literacy teachers?

We telt that these problem areas will probably be resolved by implementing pilots of the

accreditation system in order to see which system will be the most effective.

Learner input into the proposed model was sought out and recorded. There is a concern

among learners and practitioners alike, that this system must not test for deficiencies, but rather

be used to document the accomplishments of learners. Access is another concern. The OLN must

accommodate individual differences and provide opportunities for linguistic and cultural

differences. The working group discussed the process with their learners while the Network staff

developed and held Learner Feedback information sessions. A great deal of useful opinions and

information was received from learners and utilized in the draft model.



Literacy Link Eastern Ontario

indicators of Success

THE OPEN LEARNING NETWORK

Throughout Phase Two we evaluated our success by the degree of the following indicators:

organizational commitment
* institutions and organizations released their staff on paid time for one or two

days a month to work on the project

individual commitment
* attendance was high because interest was high

participant openness
* participants submitted their work without hesitation for scrutiny by the group

process

* discussions were open and constructive

* consensus was reached on major issues

The working group had general agreement on the following items:
* the Open Learning Network needs a central registry where guidelines can be

constantly reviewed and updated, and where learning records can be issued to

learners

* an Open Learning Network panel structure to assess the learning would

provide reliability for the model, and would also provide teacher support

* the OLN should provide professional development and resources for teachers

who are part of the system

Many positive issues emerged in the working group throughout Phase Two. Communication

across the educational sectors increased. The group gradually took ownership of the project and

have become empowered by recognizing their expertise and creativity in developing an

accreditation system for their learners. Learners who have been marginalized in the education

system in the past, now feel that they are gaining some control over their learning. They have

responded in interviews by saying that they will use the accreditation to improve their

employability and for their own satisfaction.

9
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Results of the Analysis

THE OPEN LEARNING NETWORK

Phase Three of the project began in September 1993 and it will be completed at the end of March

1994. Pilots of the Accreditation

System were implemented based on the following principles:

* programs and learners join The Open Learning Network

* training and orientation is provided to literacy workers and tutors

* learner and his/her tutor receive orientation to OLN

* learner is assessed and placed on a skills path

* skill paths are a guide for the learner and tutor

* an assessment panel is formed consisting of an Open Learning Network staff

person who monitors all panels; the learner's tutor; and a literacy worker from

another program

Nine literacy programs in eastern Ontario volunteered to pilot the OLN accreditation system for

eight weeks. An orientation binder was prepared for the participating programs, which contained

information and suggested procedures to follow when implementing the pilot project. The binder

contains information about funding (eligible programs include community-based, school board

and college programs which are funded through the Literacy Branch, OTAB. Also contained in

the binder are guidelines for the pilot programs to use for reporting their findings and feedback.

Further, in the orientation binder, there are applications for accreditation and a space for written

comments and suggestions from both the instructors and learners. Please see the contents of the

binder in the appendix.

Prior Learning Assessment

The OLN Committee, which is made up of twenty representatives from community-based,

school board and college programs developed a way to use the learners' prior knowledge to arrive

at a starting point for the development of his/her skills. Prior learning assessment materials were

developed to accompany the Communications and Numeracy skills paths(please see PLA

materials in the appendix). Programs are free to use their own prior learning assessment materials

for the purpose of placing learners on the continuum of skills as well. There are other types of

information and documentation that a learner can use as evidence of prior learning. These include:
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Work Experience:
* job descriptions

* awards

* letters of recommendation

* letters from your boss or other workers

* samples of the work you produced

* evaluation reviews

* time sheets

Community Activities
* awards

* newspaper or magazine clippings

* letters from co-volunteers, clients or supervisors

Courses and Training
* transcripts

* assignments

* letters from the teacher

* course descriptions

* certificates

* special Projects

* books, newsletters, etc. you have published

* pictures you have painted

* music you have written

* a list of books you have read

* a list of countries you have visited

* photographs of places you have visited

* photographs of collections

* speeches you have given

* programs from theatre productions

* writing samples

* videos you have made

* evidence of conversations you have had with experts

Based on the outcome of the prior learning assessment, it is possible to plot a learner's progress

on the Progress Profile, which lists the sequence of skills for each skill path (please see Progress

7
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Profile in the appendix:). The OLN Committee has made every effort to make the OLN project

learner centred. This approach has worked quite well, as learners and tutors together can choose

which of the skills paths they would like to develop. For example a learner may need to develop a

specific skill in Numeracy which relates to his/her job at the present time, and then go back or

ahead to develop other skills that are of interest to him/her. The skills in the Communications

and Numeracy skills paths have been developed sequentially, but learners need not follow the

skills in the particular sequence in which they are presented. We know that adult learners come

to literacy programs with a wide range of skills and talents which may of may not follow the

sequence of skills as we have presented them.

The Personal Growth Skill paths were developed with the intention that learners and tutors

could choose randomly from among the skill paths listed on the Progress Profile. TheOLN
Committee felt that these skills may develop interchangeably and that they do not have a definite

order of development.

The Computers skills have just been developed and they are presently being published.

These skills, like the Communication and Numeracy skills have been designed so that a sequence

can be followed if the learner so desires.

All of these skills have been researched and collected from literacy programs in eastern

Ontario. The popularity of the OLN project has stemmed in part from the fact that literacy

workers are not being asked to do anything new. The OLN's main goal is to track, document

and recognize the skills that are already being taught in literacy programs. Learners and tutors

indicate that "the skills paths are a comprehensive curriculum package that serve as a good

curriculum guideline".

The Skills Paths

There are several skills that have been developed in the area of Communications, Numeracy,

Personal Growth and Computer Literacy. The following is a list of skill paths which learners and

tutors can choose from in developing knowledge in the four areas mentioned above:
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Communications
* Speaking and Listening Skills

* Reading Skills

* Writing Skills

* Research Skills

* Editing Skills

Numeracy
* Basic Operations Skills

* Measurement Skills

* Table, Chart and Graph Skills

* Geometry Skills

Personal Growth Skills
* Self Awareness

* Teamwork

* Problem Solving and Decision Making

* Living a Balanced Life

* Employment

Computer Skills
* Knowing the Physical Components

* Understanding the Programs

* Keyboarding

* Word Processing

(please see the complete skills paths in the appendix).

The OLN Committee also met to design a format that would be easily understood by learners,

tutors and instructors. As a result, the Committee came up with the existing skills page which

includes the Skill, Learning Outcomes, Knowledge Base and Suggested Resources (please see the

skills page in the appendix).

* The " Learning Outcomes" as stated indicate what the learner will be able to

do as a result of learning a specific skill.

* The "How" refers to how tutors/instructors can facilitate the learning.

13
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* The "Example" simply suggests things that can be used to facilitate the

learning.

* The "Knowledge Base" is provided and used in the event that a learner is

having difficulty achieving the skill. The Knowledge Base summarizes all the

prior skills and knowledge that are necessary to achieve the preset skill.

* Finally, "Suggested Resources" have been provided to give the tutor/instructor

some ideas and materials to use for practising the skill.

Learner Evaluation and Progress

Again, because a strong effort has been made to ensure that the OLN project is learner oriented,

the learner is invited to progress through the skills at their own pace. Every skill that the learner

achieves will be documented. A learner has achieved a skill when he/she can provide 5 pieces of

evidence showing that the skill has been achieved. Once a learner has collected the five pieces of

evidence, they are placed in a portfolio of work. The choice of evidence selected for the portfolio

is up to the learner and this his made the OLN project learner/tutor participatory. The portfolio

of skills collected will then be submitted to an assessment panel which will evaluate the work

done and award a certificate of recognition in the four core areas. The assessment of portfolios

will take place during the month of February, 1994.

There are a couple ways in which the panel can become operational. The first option that was

suggested included inviting three or four people to act as the panel for each program. The panel

would be made up of an OLN staff person, who would assess all the portfolios in each of the

counties, the learner's tutor, an instructor from a neighbouring program, who would provide an

external judgement and the learner by choice. The second option would involve a single evaluator

traveling to each of the programs to do the assessment. This person would have to be skilled in

the area of assessment, and would provide a consistent evaluation to all literacy programs. For the

purpose of the pilot project, members of the OLN Committee felt that the members of the

committee would benefit from being the panel, as this would be a valuable learning experience. In

this way, each of the OLN Committee members who have worked very hard on the project

could see first hand the work that all the programs have done and could provide any comments

or suggestions regarding the panel assessment. The panel phase is the last phase of the pilot

project, however, learners and tutors are welcome to continue working on their skills paths and

then submit their portfolios to the panel when they would like to receive a certificate of
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recognition. A learner may request a certificate when they have completed a skills path or any

time they would like to receive a certificate.

What Can A Learner Do With The OLP Certificate?

The OLN certificate will recognize the learning that takes place in the literacy programs so that a

learner can:

* transfer to another program without going through a prior learning assessment

* take a course at college or at school

* get a job

* show of his/her learning

* have personal satisfaction and enjoyment

Mid-way Feed Back CoMments

When the nine literacy programs volunteered to take on the OLN pilot project, they agreed to

submit two reports to Literacy Link Eastern Ontario: one was to be submitted half way through

the pilot phase and the other one is to be submitted at the end of the pilot phase. The

information we asked for include&

* a description of the program

* a description of those involved in the program

* a description of the method of pilot delivery

* feedback information on Open Learning Network materials

* feedback information on participants' reactions and responses

* recommendations

The following mid -way report comments were made by literacy workers and learners in support

of the OLN pilot project.



Literacy Link Eastern Ontario THE OPEN LEARNING NETWORK

Learner:

"I now have something to show for my learning becausemy work is collected in

my portfolio"

Learner:

"The OLN project is good because it is preparing me for the work that I do for

the Independent Learning Centre".

Learner:

"I would like to work on the OLN project everyday, or more than three times a

week".

Learner:

"As a result of working on the Listening and Speaking skills, I am more confident

doing public speaking".

Learner:

"The project is informative and interesting. It considers how the student feels. It

gi-res you a chance to talk with your teacher and decide on where to start and

what to learn".

Instructor:

"The Progress Profile gives an accurate picture of the learner. It is a good way to

demonstrate and document a variety of experiences".

Instructor:

"The skills get learners thinking about real life. There is a good translation of

book learning to real life".

Instructor:

"The project seems to be creating a better learner/teacher relationship because

they are both working on the same goal".

Instructor:

"I like the standardized learning outcomes. They are the same for all the

programs".

12
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Instructor:
"The OLN pilot project is not that time consuming because I would have to

gather the resource materials to teach measurement anyway".

Suggestions and Recommendations

While there seems to be an overall positive response to the OLN pilot project from both the

learners and instructors, there are still some areas that need special attention. The following is a

list of recommendations that were made by Committee members and learners.

* The instructors and learners felt that the skills are not always sequential. There

is a need to fill in the gap between some skills.

* There was a lot of discussion on the issue of how perfect each piece of evidence

has to be before the learner can move on to the next skill. It was suggested that

the work should be as close to perfect as possible, taking into account

individual differences and abilities. Also, it was suggested that the standards

could be set by the learners themselves.

* The learners and instructors felt that getting five pieces of evidence was too

time consuming and not necessary. It was suggested that perhaps three pieces

of evidence would be more reasonable.

* The instructors found that the language used in the skills path was too difficult

for some tutors and learners to follow. It was suggested that a separate skills

package should be written for learners to follow so that they could be even

more independent.

* The Committee felt that there was a need to develop more basic skills for all

skill paths and more advanced skills for some learners. We have already begun

to work on this recommendation.

* The learners felt that there should be a space on the certificate for anecdotal

comments to be made by both the learners and the instructors. We will allow

for this space on the certificate.

There will be time set aside for a concluding OLN pilot project meeting to gather more

suggestions and recommendations. This feedback is regarded as very valuable since the purpose of

a pilot project is to test ideas and come to conclusions that will further development in the field

of literacy. Also, because the OLN project is a "grassroots" initiative (coming form literacy
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workers and learners in the field), participants have taken on an ownership that has resulted in a

great deal of enthusiasm and hard work.

Marketing the OLN Certificate

In the initial stages of development, those working on the OLN project surveyed a number of

employers to see what kind of response employers would have for the OLN certificate. Some

employers were very receptive to the initiative, while others still relied on workers holding a

Grade 12 diploma. Based on this initial research, the OLN Committee sees a great need to market

the OLN certificate among perspective employers who would see the OLN certificate as a viable

alternative to Grade 12 for adult learners.

Marketing the OLN certificate will be a your pronged launch, which will begin very soon. It

will include visiting small businesses, large businesses, health and education services and related

agencies in eastern Ontario to promote the value of the OLN certificate. Some of the places that

will be approached ini:lude Smurfit Paper Tubing, Proctor and Gamble, Northern Telecom,

March of Dimes, Kingston General Hospital, and hotel chains such as the Journey's End. All

pilot programs have been asked to submit a list of perspective employers in their region which

may be receptive to the OLN certificate.

Extensions for the OLN Project

At the present time, there are a number of links that the OLN project is making within the wider

field of literacy, and we anticipate even more linkages as the project becomes more widely

known. Some of them are listed below:

Ontario College Articulation Project

One such link is the articulation project which is happening in the colleges of Ontario. This

initiative is called The Adult Preparatory Programs Articulation and Standards Project (ASP),

which is a recognition of adult learning project in the college programs. The work of Literacy

Link Eastern Ontario and especially of the OLN project is part of the formulation of the

Foundational Certificate which the colleges in Ontario will grant. There is a standing
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sub-committee working on the various subject areas such as math, communications, science,

computer literacy and interpersonal skills. The Foundational Certificate will be issued by the

delivery organizations using standards and guidelines formulated by the OLN and other

articulation systems such as the Perth/Huron project. The Foundational Certificate will provide

entry to the next level which is the Provincial Certificate. The OLN project is making

continuous links with the college articulation process, as two of the OLN members are college

teachers who are involved in this articulation project.

The Ontario Literacy Coalition's Quality Standards For
Adult Literacy

Over the past nine months, literacy programs across Ontario have been discussing proposed

Quality Standards for literacy programs in the province of Ontario. The Ontario Literacy

Coalition has been co-ordinating this consultation process. The process involves programs

holding group discussions on the standards that have been collected by the Ontario Literacy

Coalition. The literacy programs were asked to include as many people from their programs as

possible to respond to the standards in order to get a wide range of input. Overall, the standards

were met with moderate to strong support by participating literacy programs.

There are a number of ways in which the OLN project has met these standards which have

been adopted in literacy programs. For example, Standard 6.4 says:

"A quality literacy program uses approaches and methods that are

learner-centred. It supports learners to participate individually and

collectively in order to take control of their learning".

The whole approach to the OLN project is learner centred. Firstly, participation in the project is

completely voluntary (some adult learners are not interested in obtaining a certificate of

recognition). Also, the design of the OLN project is learner centred, as learners and tutors

together choose what skills paths they would like to follow and how many skills paths they

would like to complete. In this way, learners have more control over their learning. Standard 6.6

indicates that:

15
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"A quality literacy program has the community, organizational and referral

links it needs to help learners move successfully from one educational

program to another, to further training and employment".

The OLN project will make the transfer from one program to another more smooth as there will

be no need for programs to complete a lengthly prior learning assessments fbr each new learner

that comes into their program. The learner can simply tell the new instructor which skills they

were working on in their previous program. Also, this information will be documented in the

learner's portfolio which he/she can take with them from program to program. Moreover,

because the OLN Committee is meeting regularly to develop the skills and procedures, there is a

strong network in place and therefore integration between the programs so that transfers and

referrals can be made more easily between college, school board and community-based programs

in the eastern region.

Further, the OLN project meets Standard 6.9 which suggests that:

"A quality literacy program values, plans for and provides opportunities to

increase literacy and numeracy skills, life skills, critical thinking and problem

solving skills. The program recognizes that increasing self esteem and

empowerment are part of this developmental process".

The skills paths that have been developed by the OLN Committee have covered the knowledge

areas listed in Standard 6.9. Moreover, because the skills are presented individually, they can be

managed in small or large chnnks, depending on the learner. When learners have achieved each

skill, they will feel a sense of accomplishment which builds self esteem and gives them courage to

achieve even more skills.

While there are seventeen Quality Standards in all, I have chosen just a few of them to

illustrate that literacy programs and the OLN project are indeed moving in the same direction.

This last Quality Standard possibly best summarizes the philosophy inherent in the OLN

project. Quality Standard 6.13 indicates that:

"A quality literacy program strives for diverse outcomes. The program can

specify and document the outcomes it expects to achieve and the extent to

which it meets these outcomes".
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The OLN project's main thrust has been to ensure a learner centred approach to learning which

invites diverse outcomes. Learners are encouraged to submit work that is meaningful to them, as

it relates the skills. Specific outcomes can be chosen beforehand, and documentation of the skills

achieved is collected in a portfolio for assessment or further development.

The Quality Standards initiative has provided the OLN project with some measure of

evaluation within the field of literacy in Ontario. A further external evaluation of the OLN

project has come to us through a partnership with the University of Waterloo. Two graduate

students are researching the problem of functional literacy among adults in Canada. Their

proposal involves developing a valid and reliable instrument to assess a students's level of literacy

when entering a literacy and to track the students progress over time. Their research project is a

three way comparison of functional literacy between the Ontario Test of Adult Functional

Literacy (OTAFL), Laubach Placement Stages and the OLN continuums. The research team at

the University of Waterloo has proposed the following research questions. From the eight

questions proposed, I have chosen five to interpret in light of the OLN project.

1. How acceptable is the OLN continuum rating format to students and

tutors?

Since the OLN project is still in the pilot phase, it is very worthwhile for the research team to ask

neutral subjects if they find it easy or difficult to place themselves on the skills continuum? While

the OLN Committee is continually searching for answers to the same question through our own

pilot program visits and feedback, it will be valuable to see how an external body of people

respond to the task.

2. What is the stability (test-retest reliability) of student self-placement on the

OLN continuum and tutor-placement of the student on the OLN

continuum?

We are aware that a research and development project such as the OLN pilot project has to be

put through the rigours of research methodology. We would expect that if the language used on

the OLN skills continuum is clear, a student placing him/herself on the continuum one week

would place him/herself on the same skill two weeks later without any tutoring. The same test

should provide similar findings if a tutor was to place a ..udent on the continuum. Thus the

results of this research question will evaluate the clarity of language used to describe the skills,

since it will be interpreted two different times by the same person over a period of two weeks.
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3. What is the extent of correspondence (level of agreement) between

Laubach placement stage and OLN continuum self-placement, and

between Laubach placement stage and OLN continuum tutor placement

of student?

This research question is a good measure of comparison for the OLN project. We would expect

that the higher the level a learner has reached in a Laubach program, the higher he\she would

place themselves or be placed on the OLN continuum, if both the Laubach and OLN skills

develop sequentially.

4. What is the extent of correspondence between the OLN student and tutor

placement?

This research question is asking "is there consistency between how the student would place

themselves of the continuum and how the tutor would place the student on the continuum?"

There is value to this question as well. We would expect that if the skills are developed

sequentially and if the learner is famili2r with the tasks., then student placement and tutor

placement of the student on the continuum would be at approximately the same skill.

5. What is the correlation between the length of time in the Laubach

program and the number of tutoring hours with the OLN continuum

placement?

The results from this research question will provide an interesting comparison between the

length of time a student has been in a Laubach program and the number of hours he/she has

spent in the OLN project. We would expect that the longer the student has been in a Laubach

program the higher he/she will place themselves or be placed on the OLN continuum of skills.

The research team plans to do the bulk of their work in the winter of 1994 and be finished in

the spring. We are pleased with the research efforts and we recognize that it is through

partnerships like this one that progress is made possible in the field of literacy, as we work

together to increase the level of literacy among adults.

There is one further initiative that the OLN project is currently involved in. The Literacy

Branch, Ontario Training and Adjustment Board (OTAB) has asked all literacy programs which

it funds to participate in community planning as part of the application process. The project is
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called the Literacy Community Planning Process(LCPP). One of the main objectives of OTAB is

the co-ordination of training, both province-wide and at the community level. As part of this

objective, OTAB is looking at the OLN project to provide recognition for adult learning and to

record the achievement so that adults may move amongst providers, out of the system and back

again, which will make community planning for literacy programs more easily co-ordinated. The

OLN project will enable the literacy community to plan for the efficient and effective use of

resources on a community and provincial level.

In conclusion, the Open Learning Network Committee is committed to continued research

and development in the field of adult literacy. Even though the research project has not yet

ended, teachers and learners are already looking forward to the potential benefits of this

accreditation system. The OLN's main function will be to validate the learning that takes place at

the level of basic skills We believe that the approach to literacy and methodologies used in this

project are adult learner centred, which will make the OLN project a popular alternative to the

traditional Grade 12 diploma. Upon completion of the pilot project and upon further approval

and funding, the OLN will be a viable alternative to many adult learners in the province of

Ontario. We anticipate that the OLN project will have a major impact on the education systems

as it affects adult learners in eastern Ontario.
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Do you have any questions
about this pilot?

Do You Need Help?

Call Karen Moran

at
Literacy Link Eastern Ontario

1-800-465-7323
or

389-5307



Standards for Skill Competencies
Table of Contents

Section #1 - Background Information

a. User Guide

b. Description of the Project

c. Criteria for Implementing Pilots

d. Reporting Guidelines for Host Program

Section #2 - Working through the Accreditation System

a. Forms - A. Student Information Release And Agreement

B. Assessment of Prior Learning

C. Participant Profile

D. Coach \Learner Agreement of Skills Demonstrated

E. Application for Accreditation

F. Suggestions for Future Use

Section #3 - Skill Paths

a. Communication Skills

b. Numeracy Skills

2U



User Guide

As developers of this pilot project manual we realize that as you use the materials
presented you will find many things that you will want to change or adapt. Please make
note of these findings and include them in your report.

Suggested Steps to Using This Manual

!. Read the description of the project.

2. Read the project criteria.

3. Prepare and submit a mini proposal to Literacy Link.

4. Hold an orientation session for learners and coaches.

5. Prepare a portfolio of forms for each student.

6. Begin the Prior Learning Assessment process with the students.

7. In consultation with the learner determine where they will be placed on the profile.

8. Prepare an individualized program plan with the learner.

9. As skills are achieved add evidence of learning outcomes to the students portfolio.

10. Maintain an ongoing record of your observations and suggestions.

11. Retain portfolios for use in the panel phase.

12. Learners may continue to progress along their skills path and add
evidence of their learning to their portfolios.



Description of the Project

For a long time now, literacy teachers, learners and volunteer tutors in eastern Ontario
have been asking these questions:

How can we document the learning that takes place in literacy programs?
How can the adult learner receive credit for that learning?

The Board of Directors of Uteracy Link Eastern Ontario (LLEO) received funding from the
Ministry of Education, Uteracy Branch and the National Literacy Secretariat so that we
could answer those questions and develop an accreditation system.

Staff at LLEO, literacy teachers, volunteer tutors and learners in eastern Ontario
developed the Open Learning Network. The project was divided into three phases.

Phase One (1991)
We did some research to find out what accreditation systems are being used around the
world for basic skills. We talked to people in businesses, literacy programs and training
institutions in eastern Ontario to find out what they would like to see in an accreditation
system.

Phase Two (1992-93)
Literacy teachers representing college, school board and community programs formed
the Open Learning Network Working Committee and met regularly to develop the
accreditation system. We each made a list of skills for reading, writing, spelling, speaking
and listening, and numeracy that are used in our programs. A master list was created
that documented all the learning that takes place in our programs. Then we thought of
ways for the learner to prove that he or she knows the skill. We developed a way to find
out about the prior learning adults have so that they don't have to repeat anything. Then
we developed a model of how we would like the accreditation system to work in eastern
Ontario.

Phase Three (1993-94)
8 Programs volunteered to pilot the Open Learning Network Accreditation System for two
months. The pilot coaches will determine the prior learning of the learners involved and
then place them on the skill path at the right level. The learner will then continue on the
skill path at their own pace. Every skill that the learner masters will be documented in
some form. That evidence will be collected in a portfolio. At the end of the pilot the
portfolio will be submitted to a Panel. The Panel will review the portfolio and issue a
certificate stating all the skills that the learner has achieved.



Criteria for Implementing Pilots

Purpose of the Pilot
The purpose of the pilot is to develop and test the Open Learning Network materials that
document and recognize the learning that takes place in the literacy program.

Eligible Pilots
Community based, school board or college programs that offer basic skills upgrading
and are funded through the Ministry of Education, Literacy Branch.

Requirements
The program hosting the pilot is required to:

1. Maintain the pilot phase of testing and developing the Open Learning Network
materials for a specific time frame not to exceed 8 weeks.

2. Submit a mini proposal to Literacy Link Eastern Ontario detailing pilot staff
responsibilities, learner involvement, method of instruction e.g. one-on-one
or small group, location of pilot etc.

3. Submit a proposed and actual budget of up to $1,000.00 to Literacy Link
Eastern Ontario.

4. Report in writing on developments and feedback in a interim report after 4 weeks
and a final report after 8 weekS to Literacy Link Eastern Ontario.

5. Make available to Literacy Link Eastern Ontario any products, materials that are
developed through the pilot.

6. Maintain confidentiality on the part of the learner.

7. Provide training and support to learners, staff and volunteers involved in the pilot.

8. Continue the program involvement of the pilot into the Panel Pilot phase between
January - March 1994.

9. Maintain ongoing communication with appropriate LLEO staff throughout the
pilot phase.

10. Share feedback and responses with other pilots in the eastern Ontario region.



Funding Criteria

How Much Can Programs Apply for?

Programs can apply for up to $1,000.00.

What Can Programs Apply for?

1. Operating costs related to the project

2. Staff replacement costs

3. Resource materials

4. Transportation costs

5. Printing costs

What Can't Programs Apply for?

1. Operating costs not related to the project

2. Community outreach and advertising

3. Renumeration to learners who participate

How Can Programs Apply For Pilot Funding?

1. Submit a proposed budget to Literacy Link Eastern Ontario describing
and stating expected expenses

2. Submit an actual budget to Literacy Link Eastern Ontario at the end of the pilot
describing and stating actual expenses.



Reporting Guidelines

What reports are required?

1. Written interim report after 4 weeks

2. Written final report after 8 weeks

3. Verbal reports throughout the pilot phase to LLEO staff

4. Verbal report at Open Learning Committee and pilot meetings

What is required in the reports?

1. Written reports can be brief

2. Description of program

3. Description of those involved in the pilot

4. Description of method of pilot delivery

5. Feedback information on Open Learning Network materials

6. Feedback information on participants reactions and responses

7. Recommendations



Section #2 - Forms
A. Student Information Release & Agreement

Each student will be asked to fill in this form because information given during the
accreditation process will be shown to others and used to assess which skills will be
listed on the final certificate.

Please answer these questions.

1. What is your full name?

2. What is your address?

3. What is your telephone number?

4. What is the name of your school?

5. What is your school's address?

6. Who is your accreditation coach?

7. What is your school's phone number?

Please read carefully and sign your name at the bottom of the page.

I understand that I will work with my accreditation coach to demonstrate the skills I have
learned during my life. I give permission to this school to send my portfolio to the Open
Learning Network to be assessed and returned to me with my accreditation certificate. As
well, I understand that I am responsible for continuing to work on my skills path towards
taking part in the panel phase.

Student's Signature Today's Date

Coach's Signature 32



Name:

Section # 2 - Forms
B. Assessment of Prior Learning

Accreditation Coach's Name:

I want to learn about

I care about

I know about

I learn best by

My learning goal is



Reading Skills

Instructions for the coach: The coach will provide opportunities and relevant materials
to demonstrate the following reading skills. Sample materials are provided on following
pages.

Based on demonstrated reading , this student can: (Check if demonstrated)

recognize and respond to single words

- read and understand to sentences containing one piece of information

- read and understand one paragraph about one topic

- read and understand Written directions

- locate information found in simple graphical texts

- accurately follow sequential instructions

- locate and obtain information from a simple reference sysam

- locate information found in a variety of texts
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Reading Sample: One sentence with one thought

The car on the road is blue and white.

The big black cat was high up in the tree.

The little girl was crying.

The fierce wind blew down the tree.
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Reading Sample: One paragraph with one sentence

Sample A

In the morning, Julie takes the bus to work. From the window of the bus
hse can see many people driving cars and trucks. Other people ride
bicycles or walk. The street is crowded with people going to work.

Sample B

English is the native speech of some three hundred million persons in
the world. American English is spoken by a large majority of these
people. However, many North Americans find it difficult to be
understood in other English speaking countries such as Australia,
England, Ireland, and Scotland. The language of any country is, after
all, the result of its unique local conditions and customs.
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Writing Skills

Instructions for the coach: The learner will be asked to bring in samples of things they
have written such as completed application forms, letters written to family or friends,
previously completed school assignments, appointment books, resumes, written
accounts of experiences, labelled photograph albums, etc.

If the learner is not able to bring in any samples of their work, you will be able to
determine their demonstrated ability when they fill out the various forms found in their
binder. A writing sample may also be obtained by having the student write a short story
based on a picture or a list of topics.

Based on demonstrated writing, this student can: (Check if demonstrated.)

- fill out a simple form

- write short letters,memos or messages

- write simple instructions for another person

- write a simple paragraph about personal ideas or experiences

fill out a form needing personal details and the completion of a paragraph
of open ended information

- write a variety of letters or memos for specific purposes

- write detailed instructions for another person to follow

3')



Research Skills

Instructions for the coach : Ask learners the following questions. Their answers will
help you identify which research skills the learner can demonstrate with confidence and
which skills need to be developed further.

Question #1 -Have you ever used written information to find out about something that
you were going to buy? yes or no

Tell me what you did.

What did your research show?

Question #2 - Have you ever done research in order to convince someone that you
were right in an argument?

Where did you look for your information?

How did you let the other person know what you found out?

Question #3 - Have you ever done research in order to prepare for a presentation to a
group of people?

Where did you get your information?

How did you present it?
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Editing Skills

iri==iggisiarttgsmgLi: Ask learner the following questions. Their answers will help
you identify which editing skills the learner can demonstrate with confidence and which
skills need to be developed further.

Question #1 - How do you check your written work?

Question #2 - is using the correct spelling and grammar important to you? Please
explain your answer.

Question #3 - The following sentences have errors in them. Can you find them?

Wen Tom and george went to the movies they sneacked in threw the back doore.

Wen they got to there seet a policeman was waiting their four them.

When there mothers fownd out they where very made.

they ain't gonna do that again!



Types of Documentation You Can Use in Your Portfolio

Work Experience:
- job descriptions
- awards
- letters of recommendation
- letters from your boss or other workers
- samples of the work you produced
- evaluation reviews
- time sheets

Community Activities:
- awards
- newspaper or magazine clippings
- letters from co-volunteers, clients or supervisors

Courses and Training:
- transcripts
- assignments
- letters from the teacher
- course descriptions
- certificates

Special Projects:
- books, newsletters etc. you have published
- pictures you have painted
- music you have written
- a list of books you have read
- a list of countries you have visited
- photographs of places you have visited
- photographs of collections
- speeches you have given
- programs from theatre productions
- writing samples
- videos you have made or have been in
- evidence of conversations you have had with experts
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Section #2 - Forms
C. Participant Profile

To help the Open Learning Network committee understand more about the people who
will be participating in this pilot, please answer this list of questions.

Tell us about your program

1. Who runs your program? It is school board-based , community-based or
college-based

2. Is your program rural or urban

3. There are students in our program.

Tell us about your coach

1. My coach is a volunteer , a paid tutor , or a paid instuctor .

2. What experience has your coach had in teaching adults?

3. What experience has your coach had in assessment of skills?



Tell us about yourself

1 How old are you? 21-35 , 36-45 , 46-60 , 61 +

2. What schools have you attended in the past? (i.e.Elementary,Secondary, etc.)

3. How long have you been in this program?

4. What types of work have you done (volunteer or paid)?

5. What is your learning goal?



Section #2 - Forms
D. Coach\Learner Agreement of Skills Demonstrated

Learners will learn and practice new skills until they are ready to demonstrate them and,
eventually, apply for accreditation of these skills. The Open Learning Network will need
information about the situation and materials used to demonstrate a skill. Please fill out
one form for each skill that is seeking accreditation.

Path - Skill Group -

Skill # - Skill -

Dates Skill Demonstrated -

1. 2.

3. 4.

5. 6.

Have Learning Outcomes been achieved?

Yes - No -

Students Name (print or type) Coach's Name

Signature of Student Signature of Coach

Date Date
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Section #2 - Forms
E. Application for Accreditation

Based on the evidence supplied in my portfolio I am applying for credit in the following
skills

Path - Skill

Skill # - Skill # - Skill # - Skill # -

Skill # - Skill # - Skill # - Skill # -

Learner's Name (print or type) Coach's Name

Signature of Learner Signature of Coach



Section #2 - Forms
F. Suggestions for Future Use

I am: a learner

(Please check one) a coach

a pilot supervisor

As a participant in the pilot project of the Open Learning Network I would like to
make the following suggestions:

Materials:

Methods:

Portfolio Development:

Accreditation Process:



F. Suggestions for Use (continued)

Other:

I would like to make the following general comments:

Name Program

Date
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Prior Learning Assessment Materials For
Numeracy

Instructions to the coach: These assessment materials can be used along with your
own understanding of what the learner can handle. Stop when the learner
experiences difficulty to avoid frustration.



Assessment for Numeracy

Numeracy in Everyday Living

Instructions to the coach: The following questions are intended to familiarize the
learner with situations where he/she may use numeracy already in everyday living.

1. Do you follow recipes when you bake or cook?

2. Do you order your sandwich meat from the deli at the grotery store?

3. Do you use cash to pay for things you buy?

4. Do you repair your own vehicle?

5. Do you pay your monthly bills?

6. Do you use a bank account?

7. Do you sew or mend clothes?

8. Do you make furniture or build things?

9. Do you keep track of your hours of work?

10. Do you compare prices when you are shopping?

11. Do you calculate how long it will take you to travel from one place to another?

12. Do you read the thermometer to know how to dress in the morning?

13. Do you weigh yourself or your child?



Identifying Numbers

Instructions: Say the numbers on the page and ask the learner to point to them as

you read them. Then you can point to the numbers and ask the learner to tell you

what they are.

3 7 10

12 16 22

62 115 147

216 3,140 5,032

7,009 49,203 101,475 8,365,065



Recognizing Numbers
Instructions: Match the number with the word.

3

5

7

1

9

6

8

4

18

27

97

103

1, 297

one

seven

six

eighteen

three

four

one thousand two hur _zed and ninety seven

nine

one hundred and three

five

twenty-seven

eight

ninety-seven

Recognizing Signs
Instructions: Match the sign with the word and tell what it means.

divide

add

x subtract

. multiply



1

BASIC OPERATIONS

2
+1

5
+2

2
-1

8
-3

9 12 12 15

+8 +2 -6 -9

22 17 27 4

+31 +14 -17 x5

487 -428 725 1/4
+378 -139 x6 +1/2

27 $10.00
X.3 -9.27

8x9 = 63 + 7 =

= 7 x 1 2/3 =2216710

1/2 ÷ 1/4 = '7 1/8 x 1 3/5 =

1/4 = 0 1 lb = OZ

7 ft. 3 in.
-2 ft. 5 in.

Ji



Using a Calculator

Instructions: Using your calculator find the
answers to the following problems.

12 + 106 =

174 6.7 =

1.07 x 1.3 =

12 4.6 =

6 % of 108 =

V104.3 =

3/4 x 3/4 = 3/8 x 100'=

66 2/3 of 75

40

43

+ 26

20

=

=

23 x .7 =

560 = 30 =

50 % of 48 =

1.5 % of 40 =

112 =



Money Transactions

Instructions: Using the shopping flyer,
indicate what items you could buy for
about $15.00.

BLACK A DECKER
BUTANE
CLIRLINO 1110M

CLEARASIL
VAILY FACE WASH'

.!.

.450inL
;VMSSOFT SOAP

REFILL BAR SOAP

44.1111P"

'Om CF CLAY
CLEANSING CREAM
1260zil) Of REFRESHING

..

416

17!..
. *fr.

BRUIPSPORT SHAMPOO
(3COml-). DEODORANT
(750, SPRAY (200rri4
or SOAP (2x IMO

IOa.

Mit
DENTAL CARE.
TO7THPASTE

_frimos.

LI

SECRET
ROLL-ON , SOUD
(66g) or SPRAY.

...

OIL OF MAY
LOTION, 1111 PROTECTION

(wont.) or
CREME OWL)

4.41,13-.
,111150=M10011
OFF '

.5

DRY IDEA
ROLL-ON Oa)
or ow= (60g)

JOROAN
TOOTHBRUSH

.MO.

for

2C
Sft 522119P.'r!

Milt.
SCOPE
MOUTHWASH

BEST COPY AVAILABLE
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Banking

Instructions: Fill out the withdrawal receipt for $100.00. Then fill out the deposit slip

for $350.00.

CASH WITHDRAWAL RECEIPT
NOT NEGOTIABLE OUTSIDE THIS OFFICE

RECEIVED
FROM

recycial

19 -

DOLLARS

GREEN CARD
BRANCH NO.

13206 (4-92)

ACCOUNT NO

(Rust slip in presence o4 Toiler)

is i3.921

iuNT OF

ARCH NO.

DEPOSITED
ON THE OATF

STAMPED

ACCOUNT NO.

L.; : I

ID13254 (3.921

DEPOSIT

DATE

NAME Di ACCOUNT

DEPOSIT/0 ly

BRANCH NO. ACCOUNT NO.

UST CHEQUES I CURRENCY
ANO/OR COUPONS

Fonwmio TOTAL

X 2

X 3

X 10

X 20 I

X 0 I
X

TOTAL CURRENCY

TOTAL COIN

TOTAL OF CHEQUESiCOUPCNS

TOTAL ;

! tinasse sign tn :stance 21 7/4/r
Itot Cup A Mimed'

AMOUNT OF DEPOSIT $ I
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Fractions

Instructions: Shade in the fractions below.

Shade 3/5

Shade 5/8

Shade 1/6

Shade 7/9

Shade 1/3 Shade 4/5

I II

Shade 3/7 Shade ;./a.

i i
f I

\......) ...-1 '\.....;

,--N.. .,/"--N. r^N.. ..."-..,

55
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Changing Fractions

Instructions: Kee ly is going to use this recipe for her dinner party. She needs two
times as many servings as the recipe makes. How much of each ingredient will she

need?

Instant Rice

1 3 cups rice

13 cups water

tea -boon salt

4 teaspoons butter

Instant Rice
cuels) e
eczp (s) Water
i-easPoor6) So*
1-&25..perrn(s)uiv),
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Percent

Instructions: Calculate the sale price of each item. Then add on the PST and the

GST.

Sports Sale Discounts-20% to 70% off!

40c; 60% off!

Down jackets
40% off

prics.-513.9

Jowl
Sleeping
Bags

30% of
regal= priceSi ES

Baseball Mitts.
res-.,u1= zrice-540

rcas.aball Bcts,
,1c price 525

Now 70% off!
SFr ?r Suits,

re-/gular arcsS3l,cc
Swim Tr-Tr:;ci,

:egui= pricsz.7.12.sz.

11.



Basic Measurement

Instructions: What unit of measurement could be used to measure the following:

The width of a house?

A cup of hot drink?

The speed of a car?

The weight of a baby?

The distance between cities?



Measuring Linear Distances

1. List the units form smallest to largest

centimetre, meter, milimeter, decimeter, kilometer

2. What could you measure using:

centimeters?

meters?

millimeters?

decimeters?

kilometers?

Measurement of Weight

1. What does each symbol stand for?

a) g b) m c) kg d) MT

2. List the units from smallest to largest.

gram, kilogram, metric ton, milligram

3. What could you measure using:

grams?

kilograms?

metric ton?

milligrams?

5'3



Measurement of Liquid Capacity
1. Write the symbols for these units of measure.

milliliter

liter

kiloliter

2. Write these unit names in order form smallest to largest.

liter

centiliter

kiloliter

milliliter

3. What could you measure using?

liters?

milliliters?

kiloliters?



Reading a Celsius Thetmometer
Instructions: Look at the thermometer shown below. Find the letters on the scale.

Tell what temperatures they show. The fist one is done for you.f

a

41

2-4

50
C

C.. 40

30

F- 20
Fr

0

-20

6.

61



Telling Time

Instructions: Using the blank clocks, draw in different times. Then indicate what
time the clock shows in the space below.

will ..0010
\ --

12 1 ".. 11
id

i

11

r. .- 10 - 10 Gs,
---.,3g ..:-.1

: 3

5

r 6ft: Ito

0

tilt/
12

7 A E

tiO

10

10

: I ;
1' .1

11



Graphing

Use the bar graph below to answer the questions.

9115

5110

$105

5100

595

WEEKLY FOOD COSTS FOR
A COUPLE WITH 2 TEENAGE

CHILDREN

_

. . . .

_ I I-

__
_

v
..
a ,,_,,

1981 .19.§3_1985 1987

What was the average weekly food cost for a couple with two teenage children in

a. 1981? c. 1985?

b. 1983? d. 1987?

Find the yearly (52-week) food costs for the for the family described in the graph in 1983.

How much more did food cost for the family described in the graph for one month in 1985
than for one month in 1981

In 1987 the Gibbons family took home $1297 every four weeks. Their food expenses
matched those shown on the graph. How much did the Gibbons have left for other
expenses besides food each month?
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Geometry

Instructions: Tell what shapes are listed below. Show a right angle. How are angles
measured?

64



A
PP

E
N

D
IX

E
as

te
rn

 O
nt

ar
io

O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k

St
an

da
rd

s 
fo

r 
Sk

ill
 C

om
pe

te
nc

ie
s

C
o

un
ic

at
io

n 
S

ki
lls

Se
pt

em
be

r,
 1

99
3

6



C
om

m
un

ic
at

io
n 

P
at

hs

T
ab

le
 o

f C
on

te
nt

s

Pr
og

re
ss

 P
ro

fi
le

D
ef

in
iti

on
 o

f 
te

rm
s

3

Sp
ea

ki
ng

 a
nd

 L
is

te
ni

ng
Sk

ill
s

4

R
ea

di
ng

 S
ki

lls
7

W
ri

tin
g 

Sk
ill

s
10

R
es

ea
rc

h 
Sk

ill
s

14

E
di

tin
g 

Sk
ill

s
17

6
68

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
1

Se
pt

em
be

r 
19

93



r

P
ro

gr
es

s 
P

ro
fil

e

Id
en

tif
ic

at
io

n 
C

od
e

Sp
ea

ki
ng

 &
 L

is
te

ni
ng

 S
ki

lls

#1
#2

#3
#4

#5
#6

#7

R
ea

di
ng

 S
ki

lls <
11

11
1

#1
#2

#3
#4

#5

W
ri

tin
g 

Sk
ill

s

#6
#7

#8 #7
#1

#2
#3

#5
.#

6

R
es

ea
rc

h 
Sk

ill
s A

 I
 1

11
11

 j7
)

#1
#2

#3
#4

#5
#6

E
di

tin
g 

Sk
ill

s

#1
#2

#3
#4

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
2

C
om

m
un

ic
at

io
n 

P
at

hs

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

D
ef

in
iti

on
 o

f t
er

m
s

Sk
ill

s 
ar

e 
su

b-
di

vi
de

d 
in

to
 th

e 
fo

llo
w

in
g:

S
ki

ll
A

 d
es

cr
ip

tio
n 

of
 a

n 
ac

tiv
ity

 o
r 

be
ha

vi
or

 th
at

 c
an

 b
e

de
m

on
st

ra
te

d.

Le
ar

ni
ng

 O
ut

co
m

es
A

n 
ex

pl
an

at
io

n 
of

 w
ha

t i
s 

ne
ed

ed
 to

 c
om

pe
te

nt
ly

 d
em

on
st

ra
te

th
is

 s
ki

ll.
 C

on
te

xt
 e

xa
m

pl
es

 a
re

gi
ve

n.

K
no

w
le

dg
e 

B
as

e
T

he
 b

ac
kg

ro
un

d 
kn

ow
le

dg
e 

ne
ce

ss
ar

y 
to

 d
em

on
st

ra
te

 th
is

 s
ki

ll.

S
ug

ge
st

ed
 R

es
ou

rc
es

Sp
ec

if
ie

s 
si

tu
at

io
ns

 a
nd

 m
at

er
ia

ls
 u

se
d 

to
 le

ar
n 

an
d 

de
m

on
st

ra
te

 th
e

sk
ill

.

7 
1

7 
2

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
3

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

S
pe

ak
in

g 
an

d 
Li

st
en

in
g 

S
ki

lls
T

hi
s 

pa
th

 d
es

cr
ib

es
 s

pe
ak

in
g 

an
d 

lis
te

ni
ng

 s
ki

lls
 u

se
d 

in
 n

ur
 d

ai
ly

ac
tiv

iti
es

. A
ny

 to
pi

c 
of

in
te

re
st

 to
 th

e 
in

di
vi

du
al

 c
an

 b
e 

us
ed

# 
1

# 
2

-_
,

# 
3

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 g
iv

e 
in

fo
rm

at
io

n 
to

 o
ne

 p
er

so
n 

on
on

e 
m

ai
n 

is
su

e.
T

hi
s 

pe
rs

on
 c

an
 r

ec
ei

ve
 in

fo
rm

at
io

n 
fr

om
 o

ne
pe

rs
on

 o
n 

on
e 

m
ai

n 
is

su
e.

T
hi

s 
pe

rs
on

 c
an

 h
ol

d 
a 

co
nv

er
sa

tio
n 

w
ith

 o
ne

pe
rs

on
 n

ot
 p

re
vi

ou
sl

y 
kn

ow
n.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 C

an
 g

iv
e 

cl
ea

r,
 a

cc
ur

at
e 

in
fo

rm
at

io
n 

to
 o

ne
ot

he
r 

pe
rs

on
.

H
ow

? 
- 

on
 th

e 
ph

on
e 

or
 in

 p
er

so
n,

 f
iv

e 
se

pa
ra

te
pi

ec
es

 o
f 

in
fo

rm
at

io
n 

ar
e 

gi
ve

n

E
xa

m
pl

e 
- 

m
ak

in
g 

a 
do

ct
or

's
 a

pp
oi

nt
m

en
t

W
ha

t?
 C

an
 s

ho
w

 u
nd

er
st

an
di

ng
 o

f 
in

fo
rm

at
io

n
re

ce
iv

ed
 f

ro
m

 o
ne

 o
th

er
 p

er
so

n.

H
ow

? 
- 

on
 th

e 
ph

on
e 

or
 in

 p
er

so
n,

 f
iv

e 
se

pa
ra

te
pi

ec
es

 o
f 

in
fo

rm
at

io
n 

ar
e 

re
ce

iv
ed

 a
nd

 r
ep

or
te

d

E
xa

m
pl

e 
- 

as
ki

ng
 w

he
n 

a 
pa

rt
y 

st
ar

ts
, a

sk
in

g 
ho

w
 a

ch
ild

 is
 d

oi
ng

 in
 s

ch
oo

l

W
ha

t?
 C

an
 a

cc
ur

at
el

y 
gi

ve
 to

 a
nd

 s
ho

w
 u

nd
er

st
an

d-
in

g 
of

 in
fo

rm
at

io
n 

gi
ve

n 
by

 o
ne

 p
er

so
n 

no
t p

re
vi

-
ou

sl
y 

kn
ow

n.

H
ow

? 
- 

on
 th

e 
ph

on
e 

or
 in

 p
er

so
n,

 in
fo

rm
at

io
n 

is
gi

ve
n 

an
d 

re
ce

iv
ed

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

E
xa

m
pl

e 
- 

tr
yi

ng
 o

n 
sh

oe
s 

w
ith

 th
e 

he
lp

 o
f 

a 
sa

le
s

cl
er

k

K
no

w
le

dg
e

B
as

e
co

m
m

un
ic

at
io

n 
is

 a
 tw

o-
w

ay
 p

ro
ce

ss
ho

w
 to

 u
se

 la
ng

ua
ge

 th
at

 is
 a

pp
ro

pr
ia

te
 to

 th
e

si
tu

at
io

n 
an

d 
au

di
en

ce
th

e 
ef

fe
ct

 o
f 

to
ne

 o
f 

vo
ic

e,
 e

ye
 c

on
ta

ct
, f

ac
ia

l
ex

pr
es

si
on

 a
nd

 b
od

y 
la

ng
ua

ge

-

co
m

m
un

ic
at

io
n 

is
 a

 tw
o-

w
ay

 p
ro

ce
ss

ho
w

 to
 a

sk
 a

pp
ro

pr
ia

te
 q

ue
st

io
ns

ho
w

 to
 s

um
m

ar
iz

e 
to

 a
id

 u
nd

er
st

an
di

ng
ef

fe
ct

 o
f 

to
ne

 o
f 

vo
ic

e,
 e

ye
 c

on
ta

ct
, f

ac
ia

l e
xp

re
s-

si
on

 a
nd

 b
od

y 
la

ng
ua

ge
te

ns
e 

an
d 

gr
am

m
ar

 a
ff

ec
t c

om
m

un
ic

at
io

n

co
m

m
un

ic
at

io
n 

is
 a

 tw
o-

w
ay

 p
ro

ce
ss

ho
w

 to
 a

sk
 a

pp
ro

pr
ia

te
 q

ue
st

io
ns

ho
w

 to
 s

um
m

ar
iz

e 
to

 a
id

 u
nd

er
st

an
di

ng
ef

fe
ct

 o
f 

to
ne

 o
f 

vo
ic

e,
 e

ye
 c

on
ta

ct
, f

ac
ia

l e
xp

re
s-

si
on

s 
an

d 
bo

dy
 la

ng
ua

ge
te

ns
e 

an
d 

gr
am

m
ar

 a
ff

ec
t c

om
m

un
ic

at
io

n
ta

ki
ng

 tu
rn

s
ho

w
 to

 s
ta

rt
 a

nd
 f

in
is

h 
co

nv
er

sa
tio

ns
ap

pr
op

ri
at

e 
to

pi
cs

 o
f 

co
nv

er
sa

tio
n

Su
gg

es
te

d
R

es
ou

rc
es

3

ro
le

-p
la

yi
ng

, d
is

cu
ss

io
ns

 in
 c

la
ss

, t
ak

e-
ou

t o
rd

er
fo

rm
s,

 c
at

al
og

ue
 o

rd
er

s,
 m

ak
in

g 
pa

ym
en

ts
, m

ee
tin

gs
tr

an
sp

or
ta

tio
n 

ag
en

ci
es

, s
oc

ia
l e

ve
nt

s,
 p

ar
en

t-
te

ac
he

r 
in

te
rv

ie
w

s,
 m

ed
ia

 r
ep

or
ts

, l
oc

al
 s

er
vi

ce
pr

ov
id

er
s,

 m
ee

tin
gs

gu
es

t s
pe

ak
er

s,
 r

ol
e-

pl
ay

in
g,

 li
ne

 u
ps

, s
oc

ia
l e

ve
nt

s,
sp

or
ts

 e
ve

nt
s,

 c
hi

ld
 s

 o
rg

an
iz

ed
 a

ct
iv

iti
es

, m
ee

tin
gs

,
ca

fe
te

ri
as

74

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
4

Se
pt

em
be

r 
19

93



S
pe

ak
in

g 
an

d 
Li

st
en

in
g 

S
ki

lls

C
om

m
un

ic
at

io
n 

P
at

hs

it.
 4

#5

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 s
up

po
rt

 a
nd

 r
ea

ss
ur

e 
so

m
eo

ne
 w

ho
 is

 in
 a

n
un

fa
m

ili
ar

 s
itu

at
io

n.
T

hi
s 

pe
rs

on
 c

an
 g

iv
e 

a 
sh

or
t t

al
k 

or
 p

re
se

nt
at

io
n 

to
 a

 s
m

al
l g

ro
up

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 C

an
 id

en
tif

y 
an

d 
re

sp
on

d 
to

 th
e 

ne
ed

s 
of

 s
om

eo
ne

 w
ho

 is
in

 a
n 

un
fa

m
il-

ia
r 

si
tu

at
io

n,

H
ow

? 
- 

th
e 

ot
he

r 
pe

rs
on

's
 c

on
ce

rn
s 

ar
e 

es
ta

bl
is

he
d,

 a
n 

ap
pr

op
ri

at
e 

re
sp

on
se

(v
er

ba
l a

nd
 n

on
-v

er
ba

l)
 is

 m
ad

e 
an

d 
in

fo
rm

at
io

n,
 a

dv
ic

e 
or

 c
on

ve
rs

at
io

n
is

pr
ov

id
ed

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

E
xa

m
pl

e 
- 

he
lp

in
g 

so
m

eo
ne

 f
in

d 
th

e 
ex

it 
in

 a
 b

ui
ld

in
g,

 in
tr

od
uc

in
g 

a 
ne

w
pe

rs
on

 to
 o

th
er

s 
in

 a
 n

ei
gh

bo
ur

ho
od

W
ha

t?
 C

an
 g

iv
e 

cl
ea

r 
an

d 
ac

cu
ra

te
 in

fo
rm

at
io

n 
ab

ou
t o

ne
 is

su
e 

to
 a

 s
m

al
l g

ro
up

of
 f

am
ili

ar
 p

eo
pl

e.

H
ow

?-
 f

re
e-

st
an

di
ng

 o
r 

w
ith

in
 a

 g
ro

up
 m

ee
tin

g,
 q

ue
st

io
ns

 a
re

 e
nc

ou
ra

ge
d 

an
d

an
sw

er
ed

 a
nd

 f
ur

th
er

 s
ou

rc
es

 o
f 

in
fo

rm
at

io
n 

ar
e 

gi
ve

n 
on

 f
iv

e 
se

pa
ra

te
 o

cc
a-

si
on

s

E
xa

m
pl

e-
 d

es
cr

ib
in

g 
yo

ur
se

lf
 o

r 
an

ot
he

r 
pe

rs
on

 to
 a

 g
ro

up
, t

el
lin

g 
a 

sm
al

l
gr

ou
p 

ab
ou

t y
ou

r 
va

ca
tio

n 
pl

an
s

K
no

w
le

dg
e

B
as

e

co
m

m
un

ic
at

io
n 

is
 a

 tw
o-

w
ay

 p
ro

ce
ss

ho
w

 to
 a

sk
 a

pp
ro

pr
ia

te
 q

ue
st

io
ns

ho
w

 to
 s

um
m

ar
iz

e 
to

 a
id

 u
nd

er
st

an
di

ng
ef

fe
ct

 o
f 

to
ne

 o
f 

vo
ic

e,
 e

ye
 c

on
ta

ct
, f

ac
ia

l e
xp

re
ss

io
ns

 a
nd

 b
od

y
la

ng
ua

ge

te
ns

e 
an

d 
gr

am
m

ar
 a

ff
ec

t c
om

m
un

ic
at

io
n

ta
ki

ng
 tu

rn
s

ho
w

 to
 s

ta
rt

 a
nd

 f
in

is
h 

co
nv

er
sa

tio
ns

ap
pr

op
ri

at
e 

to
pi

cs
 o

f 
co

nv
er

sa
tio

n
ap

pr
op

ri
at

e 
m

an
ne

r 
of

 a
dd

re
ss

in
g 

pe
op

le
w

he
re

 to
 lo

ca
te

 a
dd

iti
on

al
 in

fo
rm

at
io

n
ho

w
 to

 e
m

pa
th

iz
e 

w
ith

 a
no

th
er

 p
er

so
n

co
m

m
un

ic
at

io
n 

is
 a

 tw
o-

w
ay

 p
ro

ce
ss

ho
w

 to
 a

sk
 a

pp
ro

pr
ia

te
 q

ue
st

io
ns

ho
w

 to
 s

um
m

ar
iz

e 
to

 a
id

 u
nd

er
st

an
di

ng
ef

fe
ct

 o
f 

to
ne

 o
f 

vo
ic

e,
 e

ye
 c

on
ta

ct
, f

ac
ia

l e
xp

re
ss

io
ns

 a
nd

 b
od

y 
la

ng
ua

ge
te

ns
e 

an
d 

gr
am

m
ar

 a
ff

ec
t c

om
m

un
ic

at
io

n
ta

ki
ng

 tu
rn

s
ho

w
 to

 s
ta

rt
 a

nd
 f

in
is

h 
co

nv
er

sa
tio

ns
ap

pr
op

ri
at

e 
to

pi
cs

 o
f 

co
nv

er
sa

tio
n

ap
pr

op
ri

at
e 

m
an

ne
r 

of
 a

dd
re

ss
in

g 
pe

op
le

w
he

re
 to

 f
in

d 
ad

di
tio

na
l i

nf
or

m
at

io
n

ho
w

 to
 e

m
pa

th
iz

e 
w

ith
 a

no
th

er
 p

er
so

n
ho

w
 to

 o
rg

an
iz

e 
a 

pr
es

en
ta

tio
n,

 (
op

en
in

g 
re

m
ar

ks
, s

ta
te

m
en

t o
f 

pu
rp

os
e,

su
pp

or
tin

g 
ar

gu
m

en
ts

/ i
ns

tr
uc

tio
ns

/ e
xp

la
na

tio
ns

, c
on

cl
ud

in
g 

re
m

ar
ks

,
en

co
ur

ag
in

g 
qu

es
tio

ns
/ c

om
m

en
ts

)

Su
gg

es
te

d
R

es
ou

rc
es

co
-w

or
ke

rs
, n

ei
gh

bo
ur

s,
 c

la
ss

m
at

es
, c

om
m

itt
ee

 m
em

be
rs

, c
hu

rc
h 

m
em

be
rs

,
te

am
 m

em
be

rs
, f

ri
en

ds
, f

am
ily

 m
em

be
rs

ne
ig

hb
ou

rh
oo

d,
 w

or
kp

la
ce

, c
lu

b 
or

 c
om

m
itt

ee
 m

ee
tin

gs
, s

el
lin

g 
an

 it
em

, t
al

ki
ng

ab
ou

t a
 h

ob
by

, i
nt

er
es

t, 
in

tr
od

uc
in

g 
a 

fa
m

ili
ar

 p
er

so
n

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
5

t t
)

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

S
pe

ak
in

g 
an

d 
Li

st
en

in
g 

S
ki

lls

#s
6

# 
7

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 e
xp

la
in

 o
r 

de
sc

ri
be

 a
 f

am
ili

ar
 a

ct
iv

ity
, p

la
ce

 o
r 

ob
je

ct
 to

 h
el

p
on

e 
or

 m
or

e 
pe

op
le

 d
o 

so
m

et
hi

ng
.

T
hi

s 
pe

rs
on

 c
an

 e
xc

ha
ng

e 
in

fo
rm

at
io

n 
an

d 
op

in
io

ns
 a

bo
ut

 a
 f

am
ili

ar
 to

pi
c 

in
 a

gr
ou

p 
of

 tw
o 

or
 m

or
e 

pe
op

le
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 C

an
 g

iv
e 

a 
cl

ea
r,

 a
cc

ur
at

e 
an

d 
lo

gi
ca

l d
es

cr
ip

tio
n 

of
 a

 f
am

ili
ar

 a
ct

iv
ity

,
pl

ac
e 

or
 o

bj
ec

t t
o 

he
lp

 o
ne

 o
r 

m
or

e 
pe

op
le

 d
o 

so
m

et
hi

ng
.

H
ow

? 
fr

ee
-s

ta
nd

in
g 

or
 in

 a
 g

ro
up

 s
et

tin
g,

 d
es

cr
ip

tio
n 

is
 lo

gi
ca

lly
 g

iv
en

, u
nd

er
-

st
an

di
ng

 is
 c

he
ck

ed
 a

nd
 c

on
ce

rn
s 

ar
e 

cl
ar

if
ie

d 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

E
xa

m
pl

e-
 e

xp
la

in
in

g 
ho

w
 to

 u
se

 a
 w

as
hi

ng
 m

ac
hi

ne
, o

ri
en

ta
tio

n 
to

 a
 n

ew
 p

la
ce

,
he

lp
in

g 
so

m
eo

ne
 le

ar
n 

ho
w

 to
 u

se
 a

 c
al

cu
la

to
r

W
ha

t?
 C

an
 c

le
ar

ly
 a

nd
 lo

gi
ca

lly
 e

xc
ha

ng
e 

in
fo

rm
at

io
n 

an
d 

op
in

io
ns

 a
bo

ut
 a

fa
m

ili
ar

 to
pi

c 
w

ith
 tw

o 
or

 m
or

e 
pe

op
le

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s.

H
ow

? 
- 

fr
ee

 s
ta

nd
in

g 
or

 g
ro

up
 s

et
tin

g,
 in

fo
rm

at
io

n 
gi

ve
n 

is
 a

cc
ur

at
e,

 o
pi

ni
on

s
ar

e 
id

en
tif

ie
d 

an
d 

co
ns

tr
uc

tiv
e 

re
sp

on
se

s 
to

 o
th

er
 p

ar
tic

ip
an

ts
 a

re
 m

ad
e

E
xa

m
pl

e 
- 

di
sc

us
s 

fa
m

ily
 m

em
or

ie
s 

w
ith

 r
el

at
iv

es
, d

is
cu

ss
 w

hi
ch

 p
ol

iti
ca

l p
ar

ty
sh

ou
ld

 w
in

 in
 th

e 
ne

xt
 e

le
ct

io
n

K
no

w
le

dg
e

B
as

e

co
m

m
un

ic
at

io
n 

is
 a

 tw
o-

w
ay

 p
ro

ce
ss

ho
w

 to
 a

sk
 a

pp
ro

pr
ia

te
 q

ue
st

io
ns

ho
w

 to
 s

um
m

ar
iz

e 
to

 a
id

 u
nd

er
st

an
di

ng
ef

fe
ct

 o
f 

to
ne

 o
f 

vo
ic

e,
 e

ye
 c

on
ta

ct
, f

ac
ia

l e
xp

re
ss

io
ns

 a
nd

 b
od

y 
la

ng
ua

ge
te

ns
e 

an
d 

gr
am

m
ar

 a
ff

ec
t c

om
m

un
ic

at
io

n
ta

ki
ng

 tu
rn

s
ho

w
 to

 s
ta

rt
 a

nd
 f

in
is

h 
co

nv
er

sa
tio

ns
ap

pr
op

ri
at

e 
to

pi
cs

 o
f 

co
nv

er
sa

tio
n

ap
pr

op
ri

at
e 

m
an

ne
r 

of
 a

dd
re

ss
in

g 
pe

op
le

w
he

re
 to

 lo
ca

te
 a

dd
iti

on
al

 in
fo

rm
at

io
n

ho
w

 to
 e

m
pa

th
iz

e 
w

ith
 a

no
th

er
 p

er
so

n
ho

w
 to

 o
rg

an
iz

e 
a 

pr
es

en
ta

tio
n,

 (
op

en
in

g 
re

m
ar

ks
, s

ta
te

m
en

t o
f 

pu
rp

os
e,

su
pp

or
tin

g 
ar

gu
m

en
ts

/ i
ns

tr
uc

tio
ns

/ e
xp

la
na

tio
ns

, c
on

cl
ud

in
g 

re
m

ar
ks

,
en

co
ur

ag
in

g 
qu

es
tio

ns
/ c

om
m

en
ts

in
st

ru
ct

io
ns

 a
re

 g
iv

en
 in

 a
 lo

gi
ca

l o
rd

er

co
m

m
un

ic
at

io
n 

is
 a

 tw
o-

w
ay

 p
ro

ce
ss

ho
w

 to
 a

sk
 a

pp
ro

pr
ia

te
 q

ue
st

io
ns

ho
w

 to
 s

um
m

ar
iz

e 
to

 a
id

 u
nd

er
st

an
di

ng
ef

fe
ct

 o
f 

to
ne

 o
f 

vo
ic

e,
 e

ye
 c

on
ta

ct
, f

ac
ia

l e
xp

re
ss

io
ns

 a
nd

 b
od

y 
la

ng
ua

ge
te

ns
e 

an
d 

gr
am

m
ar

 a
ff

ec
t c

om
m

un
ic

at
io

n
ta

ki
ng

 tu
rn

s
ho

w
 to

 s
ta

rt
 a

nd
 f

in
is

h 
co

nv
er

sa
tio

ns
ap

pr
op

ri
at

e 
to

pi
cs

 o
f 

co
nv

er
sa

tio
n

ap
pr

op
ri

at
e 

m
an

ne
r 

of
 a

dd
re

ss
in

g 
pe

op
le

w
he

re
 to

 f
in

d 
ad

di
tio

na
l i

nf
or

m
at

io
n

ho
w

 to
 e

m
pa

th
iz

e 
w

ith
 a

no
th

er
 p

er
so

n
ho

w
 to

 o
rg

an
iz

e 
a 

pr
es

en
ta

tio
n,

 (
op

en
in

g 
re

m
ar

ks
, s

ta
te

m
en

t o
f 

pu
rp

os
e,

su
pp

or
tin

g 
ar

gu
m

en
ts

/ i
ns

tr
uc

tio
ns

/ e
xp

la
na

tio
ns

, c
on

cl
ud

in
g 

re
m

ar
ks

,
en

co
ur

ag
in

g 
qu

es
tio

ns
/ c

om
m

en
ts

)
in

st
ru

ct
io

ns
 a

re
 g

iv
en

 in
 lo

gi
ca

l o
rd

er

Su
gg

es
te

d
fi

re
 o

r 
sa

fe
ty

 p
ro

ce
du

re
s,

 r
ec

ip
es

, o
pe

ra
tio

n 
of

 e
qu

ip
m

en
t/ 

m
ac

hi
ne

ry
, s

ch
ed

ul
es

an
d 

m
ap

s,
 r

ol
e-

pl
ay

in
g 

si
tu

at
io

ns
, j

ob
 d

es
cr

ip
tio

ns
, c

ou
rs

e 
gu

id
es

 a
nd

 te
xt

re
al

 o
r 

si
m

ul
at

ed
 d

is
cu

ss
io

n 
to

pi
cs

 m
ay

 in
cl

ud
e 

ho
bb

ie
s,

 in
te

re
st

s,
 f

am
ili

ar
pe

op
le

/ p
la

ce
s/

 e
ve

nt
s,

 o
pi

ni
on

 p
ol

ls
 r

es
ul

ts
, p

ol
iti

ca
l/ 

so
ci

al
/ r

el
ig

io
us

/ e
du

ca
-

tio
na

l/ 
w

or
kp

la
ce

 is
su

es
, c

hi
ld

 c
ar

e
78

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
6

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

R
ea

di
ng

 S
ki

lls
T

hi
s 

pa
th

 d
es

cr
ib

es
 r

ea
di

ng
 s

ki
lls

 u
se

d 
in

 o
ur

 d
ai

ly
 a

ct
iv

iti
es

.
A

ny
 to

pi
c 

of
 in

te
re

st
 to

 th
e 

in
di

vi
du

al
 c

an
 b

e 
us

ed
.

#1
##

2
.

.
rt # 

3

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 r
ec

og
ni

ze
 a

nd
 r

es
po

nd
 to

 s
in

gl
e

w
or

ds
 a

nd
 s

ym
bo

ls
 f

ou
nd

 in
 d

ai
ly

 li
vi

ng
.

T
hi

s 
pe

rs
on

 c
an

 r
ea

d 
an

d 
re

sp
on

d 
to

 s
ho

rt
, s

im
pl

e
te

xt
s.

T
hi

s 
pe

rs
on

 c
an

 r
ea

d 
an

d 
re

sp
on

d 
to

 te
xt

s 
co

nt
ai

ni
ng

4 
- 

5 
se

nt
en

ce
 p

ar
ag

ra
ph

s.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

re
co

gn
iz

e 
an

d 
re

sp
on

d 
to

fu
nc

tio
na

! 
w

or
ds

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

H
ow

? 
- 

w
or

ds
/ p

hr
as

es
 a

re
 p

ri
nt

ed
 in

 u
pp

er
 o

r 
lo

w
er

ca
se

, c
ur

si
ve

 o
r 

pr
in

t, 
re

co
gn

iti
on

 is
 r

ec
or

de
d

E
xa

m
pl

e 
- 

ca
n 

re
ad

 w
or

ds
 in

 th
e 

co
m

m
un

ity
 s

uc
h

as
: D

O
N

 T
 W

A
L

K
, e

m
er

ge
nc

y 
si

gn
s,

 E
X

IT
, S

T
O

P

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

re
sp

on
d 

to
 s

im
pl

e 
se

nt
en

ce
s

or
 q

ue
st

io
ns

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

H
ow

? 
- 

se
nt

en
ce

s 
co

nt
ai

n 
on

e 
pi

ec
e 

of
 in

fo
rm

at
io

n,
qu

es
tio

ns
 a

sk
 f

or
 o

ne
 p

ie
ce

 o
f 

in
fo

rm
at

io
n,

 r
es

po
ns

e
is

 a
cc

ur
at

e

E
xa

m
pl

e 
- 

ca
n 

re
ad

 a
nd

 a
ns

w
er

 a
 s

im
pl

e 
te

le
ph

on
e

m
es

sa
ge

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

re
sp

on
d 

to
 te

xt
s 

co
nt

ai
ni

ng
4 

- 
5 

se
nt

en
ce

 p
ar

ag
ra

ph
s 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

H
ow

? 
- 

pa
ra

gr
ap

hs
 c

on
ta

in
 o

ne
 to

pi
c,

 u
nd

er
st

an
di

ng
is

 c
he

ck
ed

E
xa

m
pl

e 
- 

ca
n 

fo
llo

w
 a

 s
im

pl
e 

re
ci

pe
, c

an
 f

ol
lo

w
 a

si
m

pl
e 

jo
b 

de
sc

ri
pt

io
n

K
no

w
le

dg
e

B
as

e

w
ri

tte
n 

te
xt

s 
co

nt
ai

n 
in

fo
rm

at
io

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
ls

 a
nd

w
or

ds
w

or
ds

 a
nd

 s
im

pl
e 

ph
ra

se
s 

ar
e 

fo
un

d 
in

 m
an

y
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

w
ri

tte
n 

te
xt

s 
co

nt
ai

n 
in

fo
rm

at
io

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
ls

 a
nd

 w
or

ds
w

or
ds

 a
nd

 s
im

pl
e 

ph
ra

se
s 

ar
e 

fo
un

d 
in

 m
an

y
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

se
nt

en
ce

s 
gi

ve
 in

fo
rm

at
io

n
qu

es
tio

ns
 a

sk
 f

or
 in

fo
rm

at
io

n
si

m
pl

e 
pu

nc
tu

at
io

n 
an

d 
gr

am
m

ar

w
ri

tte
n 

te
xt

s 
co

nt
ai

n 
in

fo
rm

at
io

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
ls

 a
nd

 w
or

ds
w

or
ds

 a
nd

 s
im

pl
e 

ph
ra

se
s 

ar
e 

fo
un

d 
in

 m
an

y
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

se
nt

en
ce

s 
gi

ve
 in

fo
rm

at
io

n
qu

es
tio

ns
 a

sk
 f

or
 in

fo
rm

at
io

n
si

m
pl

e 
pu

nc
tu

at
io

n 
an

d 
gr

am
m

ar
ho

w
 to

 f
in

d 
ne

ed
ed

 in
fo

rm
at

io
n

co
nt

ex
t h

el
ps

 th
e 

re
ad

er
 u

nd
er

st
an

d 
ne

w
 w

or
ds

Su
gg

es
te

d
R

es
ou

rc
es

ca
le

nd
ar

s,
 s

ig
ns

, p
os

te
rs

, p
am

ph
le

ts
, m

at
er

ia
ls

,
re

ci
pe

s,
 f

or
m

s,
 te

le
ph

on
e 

or
 a

dd
re

ss
 b

oo
ks

ti 
:1

bo
ar

d 
ga

m
es

 s
ig

ns
, p

os
te

rs
, a

dv
er

tis
em

en
ts

, s
ig

ns
,

pa
m

ph
le

ts
, s

im
pl

e 
fo

rm
s,

 m
en

us
sc

he
du

le
s,

 b
ro

ch
ur

es
, n

ew
sp

ap
er

/ m
ag

az
in

e,
ar

tic
le

s,
 c

om
ic

s,
 r

ec
ip

es
, c

ra
ft

 b
oo

ks

r.

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

7
S

ep
te

m
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

R
ea

di
ng

 S
ki

lls

*4
# 

5
# 

6

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 r
ea

d 
an

d 
fo

llo
w

 s
im

pl
e 

w
ri

tte
n

di
re

ct
io

ns
 o

r 
in

st
ru

ct
io

ns
.

T
hi

s 
pe

rs
on

 c
an

 in
te

rp
re

t i
nf

or
m

at
io

n 
gi

ve
n 

in
si

m
pl

e 
sc

he
du

le
s,

 m
ap

s,
 p

la
ns

 a
nd

 ta
bl

es
.

T
hi

s 
pe

rs
on

 c
an

 r
ea

d 
an

d 
fo

llo
w

 a
 n

um
be

r 
of

in
st

ru
ct

io
ns

 g
iv

en
 in

 lo
gi

ca
l o

rd
er

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

fo
llo

w
 d

ir
ec

tio
ns

 o
r

in
st

ru
c-

tio
ns

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

H
ow

? 
- 

in
st

ru
ct

io
ns

 a
re

 f
ou

nd
, i

nc
lu

de
 s

in
gl

e
se

nt
en

ce
s 

an
d 

th
e 

ac
tio

n 
is

 a
cc

ur
at

e

E
xa

m
pl

e 
- 

ca
n 

us
e 

di
re

ct
io

ns
 to

 f
in

d 
a 

st
or

e,
 c

an
m

ak
e 

m
ac

ar
on

i a
nd

 c
he

es
e 

by
 f

ol
lo

w
in

g 
th

e 
re

ci
pe

on
 th

e 
bo

x

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

fi
nd

 in
fo

rm
at

io
n 

us
in

g
si

m
pl

e 
gr

ap
hi

ca
l t

ex
ts

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

H
ow

? 
- 

pu
rp

os
e 

is
 s

ta
te

d,
 in

fo
rm

at
io

n 
is

 f
ou

nd
 a

nd
re

po
rt

ed
 a

cc
ur

at
el

y 
us

in
g 

sc
he

du
le

s,
 m

ap
s,

 p
la

ns
an

d 
ta

bl
es

E
xa

m
pl

e 
- 

ca
n 

fi
nd

 d
ep

ar
tu

re
 ti

m
es

 u
si

ng
 a

 tr
ai

n
sc

he
du

le
, c

an
 f

ol
lo

w
 a

 f
re

eh
an

d 
m

ap
 to

 a
 p

ar
ty

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

fo
llo

w
 in

st
ru

ct
io

ns
 g

iv
en

 in
lo

gi
ca

l o
rd

er
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
- 

pu
rp

os
e 

is
 s

ta
te

d,
 d

et
ai

le
d 

in
st

ru
ct

io
ns

 a
re

fo
un

d,
 in

te
rp

re
te

d 
an

d 
fo

llo
w

ed
 a

cc
ur

at
el

y

E
xa

m
pl

e 
- 

ca
n 

fi
ll 

ou
t a

 b
an

k 
de

po
si

t s
lip

 a
nd

re
ce

iv
e 

th
e 

co
rr

ec
t a

m
ou

nt
 o

f 
m

on
ey

K
no

w
le

dg
e

B
as

e

w
ri

tte
n 

te
xt

s 
co

nt
ai

n 
in

fo
rm

at
io

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
ls

 a
nd

 w
or

ds
w

or
ds

 a
nd

 s
im

pl
e 

ph
ra

se
s 

ar
e 

fo
un

d 
in

 m
an

y
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

se
nt

en
ce

s 
gi

ve
 in

fo
rm

at
io

n
qu

es
tio

ns
 a

sk
 f

or
 in

fo
rm

at
io

n
si

m
pl

e 
pu

nc
tu

at
io

n 
an

d 
gr

am
m

ar
ho

w
 a

nd
 w

he
re

 to
 f

in
d 

ne
ed

ed
 in

fo
rm

at
io

n
co

nt
ex

t h
el

ps
 r

ea
de

rs
 to

 u
nd

er
st

an
d 

ne
w

 w
or

ds
pi

ct
ur

es
 m

ay
 h

el
p 

un
de

rs
ta

nd
in

g 
of

 c
on

te
xt

w
ri

tte
n 

te
xt

s 
co

nt
ai

n 
in

fo
rm

at
io

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
ls

 a
nd

 w
or

ds
w

or
ds

 a
nd

 s
im

pl
e 

ph
ra

se
s 

ar
e 

fo
un

d 
in

 m
an

y
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

se
nt

en
ce

s 
gi

ve
 in

fo
rm

at
io

n
qu

es
tio

ns
 a

sk
 f

or
 in

fo
rm

at
io

n
si

m
pl

e 
pu

nc
tu

at
io

n 
an

d 
gr

am
m

ar
ho

w
 a

nd
 w

he
re

 to
 f

in
d 

ne
ed

ed
 in

fo
rm

at
io

n
co

nt
ex

t h
el

ps
 th

e 
re

ad
er

 u
nd

er
st

an
d 

ne
w

 w
or

ds
pi

ct
ur

es
 m

ay
 h

el
p 

un
de

rs
ta

nd
in

g 
of

 c
on

te
xt

sk
im

m
in

g 
fo

r 
ge

ne
ra

l i
nf

or
m

at
io

n
sc

an
ni

ng
 f

or
 s

pe
ci

fi
c 

in
fo

rm
at

io
n

gr
ap

hi
ca

l t
ex

ts
 c

on
ta

in
 in

fo
rm

at
io

n

w
ri

tte
n 

te
xt

s 
co

nt
ai

n 
in

fo
rm

at
io

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
ls

 a
nd

 w
or

ds
w

or
ds

 a
nd

 s
im

pl
e 

ph
ra

se
s 

ar
e 

fo
un

d 
in

 m
an

y
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

se
nt

en
ce

s 
gi

ve
 in

fo
rm

at
io

n
qu

es
tio

ns
 a

sk
 f

or
 in

fo
rm

at
io

n
si

m
pl

e 
pu

nc
tu

at
io

n 
an

d 
gr

am
m

ar
ho

w
 a

nd
 w

he
re

 to
 f

in
d 

ne
ed

ed
 in

fo
rm

at
io

n
co

nt
ex

t h
el

ps
 th

e 
re

ad
er

 u
nd

er
st

an
d 

ne
w

 w
or

ds
pi

ct
ur

es
 m

ay
 h

el
p 

un
de

rs
ta

nd
in

g 
of

 c
on

te
xt

sk
im

m
in

g 
fo

r 
ge

ne
ra

l i
nf

or
m

at
io

n
sc

an
ni

ng
 f

or
 s

pe
ci

fi
c 

in
fo

rm
at

io
n

gr
ap

hi
ca

l t
ex

ts
 c

on
ta

in
 in

fo
rm

at
io

n
la

rg
e 

te
xt

s 
ca

n 
be

 b
ro

ke
n 

do
w

n 
in

to
 m

an
ag

e-
ab

le
 u

ni
ts

 o
f 

in
fo

rm
at

io
n

Su
gg

es
te

d
R

es
ou

rc
es

w
as

hi
ng

 in
st

ru
ct

io
ns

, o
rd

er
 f

or
m

s,
 b

as
ic

 f
ir

st
 a

id
in

st
uc

tio
ns

, j
ob

 d
es

cr
ip

tio
n,

 f
re

eh
an

d 
m

ap
s 

an
d

pl
an

s,
 g

am
es

io
ca

l m
ap

s,
 p

ho
ne

 d
ir

ec
to

ri
es

, f
ar

m
er

 s
 a

lm
an

ac
,

ne
w

sp
ap

er
, m

ag
az

in
es

, p
ri

ce
 li

st
s,

 tr
av

el
 o

r 
ev

en
t

sc
he

du
le

s

sa
fe

ty
 m

an
ua

ls
, m

ac
hi

ne
/ e

qu
ip

m
en

t o
pe

ra
tin

g
in

st
ru

ct
io

ns
, c

oo
k 

bo
ok

s,
 a

ss
em

bl
y 

in
st

ru
ct

io
ns

,
pr

oc
ed

ur
e 

m
an

ua
ls

, o
ri

en
ta

tio
n 

gu
id

es

S
i

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
8

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

R
ea

di
ng

 S
ki

lls

it 
7

i;-
_

# 
8

.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 u
se

 s
im

pl
e 

re
fe

re
nc

e 
sy

st
em

s 
to

 g
et

 s
pe

ci
fi

c 
in

fo
rm

at
io

n.
T

hi
s 

pe
rs

on
 c

an
 f

in
d 

an
d 

ev
al

ua
te

 a
 v

ar
ie

ty
 o

f 
w

ri
tte

n 
m

at
er

ia
ls

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 f
in

d 
in

fo
rm

at
io

n 
us

in
g 

si
m

pl
e 

re
fe

re
nc

e 
sy

st
em

s 
on

 f
iv

e 
se

pa
ra

te

oc
ca

si
on

s
H

ow
? 

- 
re

fe
re

nc
e 

m
at

er
ia

l i
s 

al
ph

ab
et

ic
al

ly
, n

um
er

ic
al

ly
 o

r 
ch

ro
no

lo
gi

ca
lly

ar
ra

ng
ed

 (
i.e

. h
as

 a
n 

in
de

x 
w

ith
 c

le
ar

 in
st

ru
ct

io
ns

),
 p

ur
po

se
 is

 s
ta

te
d,

 in
fo

rm
a-

tio
n 

is
 f

ou
nd

, i
nt

er
pr

et
ed

 a
nd

 r
ep

or
te

d 
ac

cu
ra

te
ly

E
xa

m
pl

e 
- 

ca
n 

or
de

r 
ite

m
s 

fr
om

 a
 c

at
al

og
ue

, c
an

 f
in

d 
a 

re
pa

ir
m

an
 in

 th
e 

ye
llo

w
pa

ge
s 

of
 th

e 
ph

on
e 

bo
ok

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

fi
nd

 in
fo

rm
at

io
n 

in
 a

 v
ar

ie
ty

 o
f 

te
xt

s 
on

 f
iv

e 
se

pa
ra

te
oc

ca
si

on
s

H
ow

? 
- 

in
te

nd
ed

 p
ur

po
se

 is
 s

ta
te

d,
 a

pp
ro

pr
ia

te
 s

ou
rc

es
 o

f 
in

fo
rm

at
io

n 
ar

e
se

le
ct

ed
, r

el
ev

an
t p

oi
nt

s 
ar

e 
fo

un
d 

an
d 

id
en

tif
ie

d 
as

 f
ac

t o
r 

op
in

io
n,

 r
ep

or
tin

g 
is

ac
cu

ra
te

E
xa

m
pl

e 
- 

ca
n 

fi
nd

 in
fo

rm
at

io
n 

to
 p

la
n 

a 
fa

m
ily

 v
ac

at
io

n

K
no

w
le

dg
e

B
as

e

w
ri

tte
n 

te
xt

s 
co

nt
ai

n 
in

fo
rm

at
io

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
ls

 a
nd

 w
or

ds
w

or
ds

 a
nd

 s
im

pl
e 

ph
ra

se
s 

ar
e 

fo
un

d 
in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

se
nt

en
ce

s 
gi

ve
 in

fo
rm

at
io

n
qu

es
tio

ns
 a

sk
 f

or
 in

fo
rm

at
io

n
si

m
pl

e 
pu

nc
tu

at
io

n 
an

d 
gr

am
m

ar
ho

w
 a

nd
 w

he
re

 to
 f

m
d 

ne
ed

ed
 in

fo
rm

at
io

n
co

nt
ex

t h
el

ps
 th

e 
re

ad
er

 u
nd

er
st

an
d 

ne
w

 w
or

ds
pi

ct
ur

es
 m

ay
 h

el
p 

un
de

rs
ta

nd
in

g 
of

 c
on

te
xt

sk
im

m
in

g 
fo

r 
ge

ne
ra

l i
nf

or
m

at
io

n
sc

an
ni

ng
 f

or
 s

pe
ci

fi
c 

in
fo

rm
at

io
n

gr
ap

hi
ca

l t
ex

ts
 c

on
ta

in
 in

fo
rm

at
io

n
la

rg
e 

te
xt

 c
an

 b
e 

br
ok

en
 d

ow
n 

in
to

 m
an

ag
ea

bl
e 

un
its

 o
f 

in
fo

rm
at

io
n

te
xt

 o
rg

an
iz

er
s 

(i
.e

. t
ab

le
 o

f 
co

nt
en

ts
, i

nd
ex

, h
ea

di
ng

s,
 s

ub
he

ad
in

gs
, c

ar
d

ca
ta

lo
gu

es
)

re
fe

re
nc

e 
sy

st
em

s 
co

nt
ai

n 
fa

ct
ua

l i
nf

or
m

at
io

n

w
ri

tte
n 

te
xt

s 
co

nt
ai

n 
in

fo
rm

at
io

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
lS

 a
nd

 w
or

ds
w

or
ds

 a
nd

 s
im

pl
e 

ph
ra

se
s 

ar
e 

fo
un

d 
in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

se
nt

en
ce

s 
gi

ve
 in

fo
rm

at
io

n
qu

es
tio

ns
 a

sk
 f

or
 in

fo
rm

at
io

n
si

m
pl

e 
pu

nc
tu

at
io

n 
an

d 
gr

am
m

ar
ho

w
 a

nd
 w

he
re

 to
 f

in
d 

ne
ed

ed
 in

fo
rm

at
io

n
co

nt
ex

t h
el

ps
 th

e 
re

ad
er

 u
nd

er
st

an
d 

ne
w

 w
or

ds
pi

ct
ur

es
 m

ay
 h

el
p 

un
de

rs
ta

nd
in

g 
of

 c
on

te
xt

sk
im

m
in

g 
fo

r 
ge

ne
ra

l i
nf

or
m

at
io

n
sc

an
ni

ng
 f

or
 s

pe
ci

fi
c 

in
fo

rm
at

io
n 

'
gr

ap
hi

ca
l t

ex
ts

 c
on

ta
in

 in
fo

rm
at

io
n

la
rg

e 
te

xt
 c

an
 b

e 
br

ok
en

 d
ow

n 
in

to
 m

an
ag

ea
bl

e 
un

its
 o

f 
in

fo
rm

at
io

n
te

xt
 o

rg
an

iz
er

s 
(i

.e
. t

ab
le

 o
f 

co
nt

en
ts

, i
nd

ex
, h

ea
di

ng
s,

 s
ub

he
ad

in
gs

,
ca

rd
 c

at
al

og
ue

s)
re

fe
re

nc
e 

sy
st

em
s 

co
nt

ai
n 

fa
ct

ua
l i

nf
or

m
at

io
n

Su
gg

es
te

d
R

es
ou

rc
es

di
ct

io
na

ry
, t

he
sa

ur
us

, t
el

ep
ho

ne
 b

oo
k,

 c
at

al
og

ue
, c

ar
 m

an
ua

l, 
en

cy
cl

op
ed

ia
,

co
ur

se
 g

ui
de

s,
 a

dd
re

ss
 b

oo
k,

 to
ur

is
t i

nf
or

m
at

io
n,

eq
ui

pm
en

t m
an

ua
l, 

re
po

rt
 c

ar
d,

in
ve

nt
or

ie
s,

 b
ib

lio
gr

ap
hi

es

po
st

er
s,

 f
ly

er
s,

 p
am

ph
le

ts
, s

ch
ed

ul
es

, m
ap

s,
 p

la
ns

, n
ew

sp
ap

er
s,

 m
ag

az
in

es
,

pr
of

es
si

on
al

 jo
ur

na
ls

, m
an

ua
ls

, e
nc

yc
lo

pe
di

a,
 in

te
re

st
 b

oo
ks

, r
ep

or
ts

, b
io

gr
ap

hi
-

ca
l/ 

au
te

bi
lg

ra
ph

ic
al

 b
oo

ks
 o

r 
ar

tic
le

s,
 c

at
al

og
ue

s

83
E

as
te

rn
 O

nt
ar

io
 O

pe
n 

Le
ar

ni
ng

 N
et

w
or

k
9

84
S

ep
te

m
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

W
rit

in
g 

S
ki

lls
T

hi
s 

pa
th

 d
es

cr
ib

es
 w

ri
tin

g 
sk

ill
s 

us
ed

 in
 o

ur
 d

ai
ly

 a
ct

iv
iti

es
. A

ny
 to

pi
c 

of
in

te
re

st
 to

 th
e 

in
di

vi
du

al
 c

an
 b

e 
us

ed
.

#1
., # 

2

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 f
ill

 o
ut

 a
 s

im
pl

e 
fo

rm
.

T
hi

s 
pe

rs
on

 c
an

 w
ri

te
 s

ho
rt

 le
tte

rs
, m

em
os

 a
nd

 ta
ke

 m
es

sa
ge

s.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

fi
ll 

ou
t f

or
m

s 
re

qu
ir

in
g 

pe
rs

on
al

 d
et

ai
ls

 a
nd

 s
ho

rt
,

si
m

pl
e 

se
nt

en
ce

s 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
- 

ty
pe

 o
f 

fo
rm

 a
nd

 in
fo

rm
at

io
n 

re
qu

ir
ed

 a
re

 id
en

tif
ie

d,
 a

nd
 w

ri
tin

g 
is

ac
cu

ra
te

 a
nd

 le
gi

bl
e,

 b
lo

ck
, c

ur
si

ve
 o

r 
pr

in
t l

et
te

rs
 c

an
 b

e 
us

ed

E
xa

m
pl

e 
- 

fi
ll 

ou
t a

 s
im

pl
e 

ap
pl

ic
at

io
n 

fo
rm

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

an
d 

br
ie

fl
y 

w
ri

te
 s

ho
rt

 le
tte

rs
, s

im
pl

e 
m

em
os

 a
nd

 ta
ke

m
es

sa
ge

s 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
- 

pu
rp

os
e 

an
d 

fo
rm

at
 a

re
 id

en
tif

ie
d,

 a
cc

ur
at

el
y 

co
m

pl
et

ed
 a

nd
 c

he
ck

ed
fo

r 
cl

ar
ity

E
xa

m
pl

e 
- 

w
ri

te
 a

 le
tte

r 
as

ki
ng

 f
or

 th
e 

lo
ca

tio
n 

of
 a

n 
ev

en
t

K
no

w
le

dg
e

B
as

e

in
fo

rm
at

io
n 

ca
n 

be
 w

ri
tte

n 
do

w
n

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

co
m

m
on

 w
or

ds
 a

nd
 p

hr
as

es
 a

re
 f

ou
nd

 in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
fo

rm
s 

or
ga

ni
ze

 in
fo

rm
at

io
n 

in
to

 s
m

al
l u

ni
ts

ri
gh

t t
o 

re
fu

se
 to

 g
iv

e 
in

fo
rm

at
io

n 
i.e

. S
IN

 n
um

be
r

in
fo

rm
at

io
n 

ca
n 

be
 w

ri
tte

n 
do

w
n

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
-a

nd
 w

or
ds

co
m

m
on

 w
or

ds
 a

nd
 p

hr
as

es
 a

re
 f

ou
nd

 in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
fo

rm
s 

or
ga

ni
ze

 in
fo

rm
at

io
n 

in
to

 s
m

al
l u

ni
ts

ri
gh

t t
o 

re
fu

se
 to

 g
iv

e 
in

fo
rm

at
io

n 
i.e

. S
IN

 n
um

be
r

th
e 

w
ri

tin
g 

pr
oc

es
s 

- 
pl

an
, w

ri
te

, e
di

t, 
pu

bl
is

h
fo

rm
at

 o
f 

co
m

m
on

ly
 w

ri
tte

n 
no

te
s,

 m
es

sa
ge

s 
an

d 
le

tte
rs

sp
el

lin
g,

 g
ra

m
m

ar
, a

nd
 p

un
ct

ua
tio

n 
af

fe
ct

 m
ea

ni
ng

st
ra

te
gi

es
 f

or
 f

in
di

ng
 s

pe
lli

ng
s-

 d
ic

tio
na

ry
, a

sk
in

g

Su
gg

es
te

d
R

es
ou

rc
es

S1

ap
po

in
tm

en
t b

oo
k,

 b
an

k 
sl

ip
s,

 c
re

di
t a

pp
lic

at
io

n,
 c

on
te

st
 b

al
lo

t, 
sh

op
pi

ng
 li

st
,

si
m

pl
e 

jo
b 

ap
pl

ic
at

io
n,

 te
le

ph
on

e 
m

es
sa

ge
 s

lip
, m

ul
tip

le
 c

ho
ic

e 
or

 s
ho

rt
 a

ns
w

er
te

st
s/

 s
ur

ve
ys

pe
rs

on
al

 n
ot

e/
 le

tte
r,

 tr
av

el
 d

ia
ry

, t
el

ep
ho

ne
 m

es
sa

ge
, j

ou
rn

al
 w

ri
tin

g,
 a

ns
w

er
in

g
m

ac
hi

ne
 m

es
sa

ge
s,

 le
tte

rs
 o

f 
en

qu
ir

y/
 c

om
pl

ai
nt

/ c
on

do
le

nc
e/

 a
pp

lic
at

io
n,

 w
an

t
ad

, c
on

te
st

 b
al

lo
t, 

ca
rd

, e
xp

er
ie

nc
e 

st
or

ie
s,

 in
vi

ta
tio

n

c_

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
10

U

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

W
rit

in
g 

S
ki

lls

#3
#4

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 w
ri

te
 s

im
pl

e 
in

st
ru

ct
io

ns
 f

or
 a

no
th

er
 p

er
so

n.
T

hi
s 

pe
rs

on
 c

an
 w

ri
te

 a
 s

im
pl

e 
pa

ra
gr

ap
h 

ab
ou

t p
er

so
na

l i
de

as
 a

nd
 e

xp
er

ie
nc

es
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 lo
gi

ca
lly

 a
nd

 c
le

ar
ly

 w
ri

te
 s

im
pl

e 
in

st
ru

ct
io

ns
 to

 b
e 

us
ed

 b
y

an
ot

he
r 

pe
rs

on
 f

or
 a

 s
pe

ci
fi

c 
pu

rp
os

e 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
- 

in
te

nd
ed

 p
ur

po
se

 is
 s

ta
te

d,
 s

te
ps

 a
re

 s
ho

rt
, i

n 
lo

gi
ca

l o
rd

er
 a

nd
ap

pr
op

ri
at

e 
fo

r 
ta

sk

E
xa

m
pl

e 
- 

w
ri

te
 d

ir
ec

tio
ns

 to
 a

 p
ar

ty

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

w
ri

te
 a

 s
im

pl
e 

pa
ra

gr
ap

h 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
- 

pe
rs

on
al

 id
ea

s 
an

d 
ex

pe
ri

en
ce

s 
ar

e 
pr

es
en

te
d 

lo
gi

ca
lly

, c
on

ci
se

ly
 a

nd
cl

ea
rl

y,
 w

ri
tin

g 
is

 a
cc

ur
at

e 
an

d 
le

gi
bl

e

E
xa

m
pl

e 
- 

w
ri

te
 a

 s
to

ry
 a

bo
ut

 a
 f

un
ny

 o
r 

sc
ar

y 
ex

pe
ri

en
ce

K
no

w
le

dg
e

B
as

e

in
fo

rm
at

io
n 

ca
n 

be
 w

ri
tte

n 
do

w
r

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

co
m

m
on

 w
or

ds
 a

nd
 p

hr
as

es
 a

re
 f

ou
nd

 in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
fo

rm
s 

or
ga

ni
ze

 in
fo

rm
at

io
n 

in
to

 s
m

al
l u

ni
ts

ri
gh

t t
o 

re
fu

se
 to

 g
iv

e 
in

fo
rm

at
io

n 
- 

i.e
. S

IN
 n

um
be

r
th

e 
w

ri
tin

g 
pr

oc
es

s 
- 

pl
an

, w
ri

te
, e

di
t, 

pu
bl

is
h

fo
rm

at
 o

f 
co

m
m

on
ly

 w
ri

tte
n 

no
te

s,
 m

es
sa

ge
s 

an
d 

le
tte

rs
sp

el
lin

g,
 g

ra
m

m
ar

, a
nd

 p
un

ct
ua

tio
n 

af
fe

ct
 m

ea
ni

ng
st

ra
te

gi
es

 f
or

 f
in

di
ng

 s
pe

lli
ng

s-
 d

ic
tio

na
ry

, a
sk

in
g

pi
ct

ur
es

 a
nd

 d
ia

gr
am

s 
m

ay
 a

id
 u

nd
er

st
an

di
ng

 (
ar

ro
w

s,
 f

ig
ur

es
)

in
fo

rm
at

io
n 

ca
n 

be
 w

ri
tte

n 
do

w
n

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

co
m

m
on

 w
or

ds
 a

nd
 p

hr
as

es
 a

re
 f

ou
nd

 in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
fo

rm
s 

or
ga

ni
ze

 in
fo

rm
at

io
n 

in
to

 s
m

al
l u

ni
ts

th
e 

w
ri

tin
g 

pr
oc

es
s 

- 
pl

an
, w

ri
te

, e
di

t, 
pu

bl
is

h
sp

el
lin

g,
 g

ra
m

m
ar

, a
nd

 p
un

ct
ua

tio
n 

af
fe

ct
 m

ea
ni

ng
st

ra
te

gi
es

 f
or

 f
in

di
ng

 s
pe

lli
ng

s-
 d

ic
tio

na
ry

, a
sk

in
g

pi
ct

ur
es

 a
nd

 d
ia

gr
am

s 
m

ay
 a

id
 u

nd
er

st
an

di
ng

 (
ar

ro
w

s,
 f

ig
ur

es
)

ri
gh

t t
o 

re
fu

se
 to

 g
iv

e 
in

fo
rm

at
io

n 
7 

i.e
. S

IN
 n

um
be

r
pa

ra
gr

ap
h 

st
ru

ct
ur

e,
 i.

e.
 to

pi
c,

 s
up

po
rt

in
g 

de
ta

ils
, c

on
cl

us
io

n
w

ri
tin

g 
ca

n 
be

 p
er

so
na

l w
ith

 n
o 

au
di

en
ce

 in
te

nd
ed

Su
gg

es
te

d
R

es
ou

rc
es

so
ci

al
/s

po
rt

s 
ev

er
t s

ch
ed

ul
e,

 d
ec

or
at

in
g 

id
ea

s,
 f

ir
st

 a
id

 in
st

ru
ct

io
ns

, b
ul

le
tin

bo
ar

d 
m

em
o,

 c
om

m
un

ity
 m

ap
, t

o 
do

 li
st

, p
ar

ty
 p

la
ns

i..
,

jo
ur

na
l w

ri
tin

g,
 tr

av
el

 d
ia

ry
, e

xp
er

ie
nc

e 
st

or
y,

 jo
b 

de
sc

ri
pt

io
n,

 le
tte

r 
to

 a
fr

ie
nd

, p
ro

gr
es

s 
up

da
te

8 
8

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
11

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

W
rit

in
g 

S
ki

lls

i 5
..

It
 6

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 f
ill

 o
ut

 a
 v

ar
ie

ty
 o

f 
fo

rm
s,

 r
eq

ui
ri

ng
 p

er
so

na
l d

et
ai

ls
 a

nd
 a

.

pa
ra

gr
ap

h 
of

 o
pe

n-
en

de
d 

in
fo

rm
at

io
n,

T
hi

s 
pe

rs
on

 c
an

 w
ri

te
 a

 v
ar

ie
ty

 o
f 

le
tte

rs
 o

r 
m

em
os

 w
ith

 s
ev

er
al

 s
ep

ar
at

e 
id

ea
s

fo
r 

a 
sp

ec
if

ic
 p

ur
po

se
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 w
ri

te
 lo

gi
ca

l, 
br

ie
f 

fo
rm

s 
w

hi
ch

 r
eq

ui
re

 p
er

so
na

l d
et

ai
ls

 a
nd

de
ta

ile
d 

in
fo

rm
at

io
n 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

H
ow

? 
pe

rs
on

al
 d

et
ai

ls
 a

re
 a

cc
ur

at
e,

 p
ar

ag
ra

ph
 h

as
 p

ro
pe

r 
st

ru
ct

ur
e 

an
d 

cl
ar

ity
,

pu
rp

os
e 

is
 a

ch
ie

ve
d

E
xa

m
pl

e-
 f

ill
 o

ut
 a

n 
ac

ci
de

nt
 r

ep
or

t, 
pe

rs
on

al
 b

ud
ge

t, 
or

 p
er

so
na

l c
al

en
da

r

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

w
ri

te
 a

 v
ar

ie
ty

 o
f 

le
tte

rs
 o

r 
m

em
os

 w
ith

 a
t l

ea
st

 th
re

e
se

pa
ra

te
 id

ea
s 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

H
ow

? 
- 

pu
rp

os
e 

is
 s

ta
te

d,
 a

pp
ro

pr
ia

te
 le

tte
r 

fo
rm

at
 is

 u
se

d,
 in

fo
rm

at
io

n 
is

cl
ea

rl
y,

 a
cc

ur
at

el
y 

an
d 

br
ie

fl
y 

w
ri

tte
n

E
xa

m
pl

e 
- 

w
ri

te
 a

 le
tte

r 
of

 th
an

ks
 o

r 
sy

m
pa

th
y,

 w
ri

te
 a

 w
or

kp
la

ce
 m

em
o

K
no

w
le

dg
e

B
as

e
in

fo
rm

at
io

n 
ca

n 
be

 w
ri

tte
n 

do
w

n
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
us

in
g 

sy
m

bo
ls

 a
nd

 w
or

ds
co

m
m

on
 w

or
ds

 a
nd

 p
hr

as
es

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

fo
rm

s 
or

ga
ni

ze
 in

fo
rm

at
io

n 
in

to
 s

m
al

l u
ni

ts
th

e 
w

ri
tin

g 
pr

oc
es

s 
- 

pl
an

, w
ri

te
, e

di
t, 

pu
bl

is
h

sp
el

lin
g,

 g
ra

m
m

ar
, a

nd
 p

un
ct

ua
tio

n 
af

fe
ct

 m
ea

ni
ng

st
ra

te
gi

es
 f

or
 f

in
di

ng
 s

pe
lli

ng
s-

 d
ic

tio
na

ry
,

pa
ra

gr
ap

h 
st

ru
ct

ur
e,

 i.
e.

 to
pi

c,
 s

up
po

rt
in

g 
de

ta
ils

, c
on

cl
us

io
n

im
po

rt
an

ce
 o

f 
kn

ow
in

g 
an

d 
w

ri
tin

g 
fo

r 
a 

sp
ec

if
ic

 r
ea

de
r

ri
gh

t t
o 

re
fu

se
 to

 g
iv

e 
in

fo
nn

at
io

n 
- 

i.e
. S

IN
 n

um
be

r
po

in
t f

or
m

pr
oo

fr
ea

di
ng

 f
or

 c
on

te
nt

 c
la

ri
ty

 a
nd

 a
cc

ur
ac

y

in
fo

rm
at

io
n 

ca
n 

be
 w

ri
tte

n 
do

w
n

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

co
m

m
on

 w
or

ds
 a

nd
 p

hr
as

es
 a

re
 f

ou
nd

 in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
fo

rm
s 

or
ga

ni
ze

 in
fo

rm
at

io
n 

in
to

 s
m

al
l u

ni
ts

th
e 

w
ri

tin
g 

pr
oc

es
s 

- 
pl

an
, w

ri
te

, e
di

t, 
pu

bl
is

h
sp

el
lin

g,
 g

ra
m

m
ar

, a
nd

 p
un

ct
ua

tio
n 

af
fe

ct
 m

ea
ni

ng
st

ra
te

gi
es

 f
or

 f
in

di
ng

 s
pe

lli
ng

s-
 d

ic
tio

na
ry

,
pa

ra
gr

ap
h 

st
ru

ct
ur

e,
 i.

e.
 to

pi
c,

 s
up

po
rt

in
g 

de
ta

ils
, c

on
cl

us
io

n
im

po
rt

an
ce

 o
f 

kn
ow

in
g 

an
d 

w
ri

tin
g 

fo
r 

a 
sp

ec
if

ic
 r

ea
de

r
ri

gh
t t

o 
re

fu
se

 to
 g

iv
e 

in
fo

rm
at

io
n 

- 
i.e

. S
IN

 n
um

be
r

po
in

t f
or

m
pr

oo
fr

ea
di

ng
 f

or
 c

on
te

nt
 c

la
ri

ty
 a

nd
 a

cc
ur

ac
y

pr
es

en
ta

tio
n 

st
yl

es
- 

i.e
. s

al
ut

ai
on

, c
lo

si
ng

Su
gg

es
te

d
R

es
ou

rc
es

si
i

ac
ci

de
nt

 r
ep

or
t, 

in
su

ra
nc

e 
cl

ai
m

, a
pp

lic
at

io
n 

fo
rm

, c
at

al
og

ue
 o

rd
er

 f
or

m
,

oc
cu

pa
tio

na
l r

es
ea

rc
h 

fo
rm

, r
eg

is
tr

at
io

n 
fo

rm
, p

re
pa

re
d 

bu
dg

et
 a

nd
 r

es
um

e
fo

rm
s

pe
rs

on
al

 le
tte

r,
 b

us
in

es
s 

le
tte

r/
 u

pd
at

e/
 m

em
o,

 e
di

to
ri

al
, l

et
te

r 
se

ek
in

g 
pr

of
es

-
si

on
al

 a
dv

ic
e,

 f
ly

er
s,

 n
ew

sp
ap

er
 o

r 
ne

w
sl

et
te

r,
 r

es
um

e 
an

d 
co

ve
ri

ng
 le

tte
r

5 
0

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
12

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

W
rit

in
g 

S
ki

lls

#7

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 w
ri

te
 d

et
ai

le
d 

in
st

ru
ct

io
ns

 f
or

 a
no

th
er

 p
er

so
n 

to
 f

ol
lo

w
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 lo
gi

ca
lly

 li
st

 o
rd

er
ed

 s
te

ps
 r

eq
ui

re
d 

to
 c

om
pl

et
e 

a 
ta

sk
 o

n 
fi

ve
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
- 

de
si

re
d 

re
su

lts
 a

re
 d

es
cr

ib
ed

, s
te

ps
 a

re
 lo

gi
ca

l, 
cl

ea
r 

an
d 

br
ie

f,
 la

ng
ua

ge
is

 a
pp

ro
pr

ia
te

 f
or

 in
te

nd
ed

 r
ea

de
r

E
xa

m
pl

e 
- 

w
ri

te
 d

ir
ec

tio
ns

 f
or

 h
an

d-
w

as
hi

ng
 a

n 
ar

tic
le

 o
f 

cl
ot

hi
ng

, w
ri

tin
g 

a
sc

he
du

le
 f

or
 a

 b
us

 tr
ip

K
no

w
le

dg
e

B
as

e

in
fo

rm
at

io
n 

ca
n 

be
 w

ri
tte

n 
do

w
n

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

co
m

m
on

 w
or

ds
 a

nd
 p

hr
as

es
 a

re
 f

ou
nd

 in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
fo

rm
s 

or
ga

ni
ze

 in
fo

rm
at

io
n 

in
to

 s
m

al
l u

ni
ts

th
e 

w
ri

tin
g 

pr
oc

es
s 

- 
pl

an
, w

ri
te

, e
di

t, 
pu

bl
is

h
sp

el
lin

g,
 g

ra
m

m
ar

, a
nd

 p
un

ct
ua

tio
n 

af
fe

ct
 m

ea
ni

ng
st

ra
te

gi
es

 f
or

 f
in

di
ng

 s
pe

lli
ng

s-
 d

ic
tio

na
ry

,
pa

ra
gr

ap
h 

st
ru

ct
ur

e,
 i.

e.
 to

pi
c,

 s
up

po
rt

in
g 

de
ta

ils
, c

on
cl

us
io

n
im

po
rt

an
ce

 o
f 

kn
ow

in
g 

an
d 

w
ri

tin
g 

fo
r 

a 
sp

ec
if

ic
 r

ea
de

r
po

in
t f

or
m

pr
oo

fr
ea

di
ng

 f
or

 c
on

te
nt

 c
la

ri
ty

, l
og

ic
 a

nd
 a

cc
ur

ac
y

in
fo

rm
at

io
n 

ca
n 

be
 b

ro
ke

n 
do

w
n 

in
to

 s
m

al
le

r 
st

ep
s 

to
 a

id
 u

nd
er

st
an

di
ng

Su
gg

es
te

d
R

es
ou

rc
es

w
or

k 
or

de
r,

 s
ho

pp
in

g 
tr

ip
, o

ri
en

ta
tio

n 
gu

id
es

, f
ir

st
 a

id
 in

st
ru

ct
io

ns
, j

ob
 o

r 
ta

sk
de

sc
ri

pt
io

ns
, s

ch
ed

ul
e 

fo
r 

an
 e

ve
nt

, t
ra

ve
l d

ir
ec

tio
ns

 f
or

 g
ue

st
s

_

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
13

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

R
es

ea
rc

h 
S

ki
lls

T
hi

s 
pa

th
 d

es
cr

ib
es

 r
es

ea
rc

h 
sk

ill
s 

us
ed

in
 o

ur
 d

ai
ly

 a
ct

iv
iti

es
. A

ny
 to

pi
c 

of

in
te

re
st

 to
 th

e 
in

di
vi

du
al

 c
an

 b
e 

us
ed

.

S
ki

ll
T

hi
s

pe
rs

on
 c

an
 f

in
d 

in
fo

rm
at

io
n 

us
in

g 
a

va
ri

et
y 

of
w

ri
tte

n 
te

xt
s 

fo
r 

a 
sp

ec
if

ic
 p

ur
po

se
.

T
hi

s 
pe

rs
on

 c
an

 E
nd

 in
fo

rm
at

io
n 

us
in

g 
a 

va
ri

et
y 

of
gr

ap
hi

ca
l t

ex
ts

 f
or

 a
 s

pe
ci

fi
c 

pu
rp

os
e.

T
hi

s 
pe

rs
on

 c
an

 f
in

d 
in

fo
rm

at
io

n 
us

in
g 

a 
va

ri
et

y 
of

or
al

 s
ou

rc
es

 f
or

 a
 s

pe
ci

fi
c 

pu
rp

os
e.

Le
ar

ni
ng

O
ut

co
m

es

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

fi
nd

 s
pe

ci
fi

c 
ite

m
s 

of
in

fo
rm

at
io

n 
us

in
g 

a 
va

ri
et

y 
of

 w
ri

tte
n 

te
xt

s 
on

 f
iv

e
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
- 

a 
va

ri
et

y 
of

 w
ri

tte
n 

te
xt

s 
ar

e 
us

ed
, i

nt
en

de
d

pu
rp

os
e 

an
d 

pr
oc

ed
ur

e 
us

ed
 to

 f
in

d
in

fo
rm

at
io

n 
ar

e
cl

ea
rl

y 
st

at
ed

, i
nf

or
m

at
io

n 
is

 r
ep

or
te

d 
ac

cu
ra

te
ly

E
xa

m
pl

e 
- 

fi
nd

 in
fo

rm
at

io
n 

ab
ou

t c
am

pg
ro

un
ds

fr
om

 a
n 

ac
co

m
m

od
at

io
ns

 g
ui

de

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

fm
d 

sp
ec

if
ic

 it
em

s 
of

in
fo

rm
at

io
n 

fo
un

d 
in

 a
 v

ar
ie

ty
 o

f 
gr

ap
hi

ca
l t

ex
ts

 o
n

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

H
ow

? 
- 

a 
va

ri
et

y 
of

 g
ra

ph
ic

al
 te

xt
s 

ar
e 

us
ed

, i
n-

te
nd

ed
 p

ur
po

se
 a

nd
 p

ro
ce

du
re

 u
se

d 
to

 f
in

d 
in

fo
rm

a-
tio

n 
ar

e 
cl

ea
rl

y 
st

at
ed

, i
nf

or
m

at
io

n 
is

 r
ep

or
te

d
ac

cu
ra

te
ly

E
xa

m
pl

e 
- 

id
en

tif
y 

a 
ty

pe
 o

f 
bi

rd
 u

si
ng

 a
 b

ir
d 

bo
ok

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

fi
nd

 s
pe

ci
fi

c 
ite

m
s 

of
in

fo
rm

at
io

n 
gi

ve
n 

by
 a

 v
ar

ie
ty

 o
f 

or
al

 s
ou

rc
es

 o
n

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

H
ow

? 
- 

a 
va

ri
et

y 
of

 o
ra

l s
ou

rc
es

 a
re

 u
se

d,
 in

te
nd

ed
pu

rp
os

e 
an

d 
so

ur
ce

s 
us

ed
 to

 f
in

d 
in

fo
rm

at
io

n 
ar

e
cl

ea
rl

y 
st

at
ed

, i
nf

or
m

at
io

n 
is

 r
ep

or
te

d 
ac

cu
ra

te
ly

E
xa

m
pl

e 
- 

fi
nd

 o
ut

 a
bo

ut
 a

 b
an

k 
ac

co
un

t b
y 

ta
lk

in
g

to
 a

 b
an

k 
te

lle
r

K
no

w
le

dg
e

B
as

e

pu
rp

os
e,

 lo
ca

tio
n,

 a
nd

 f
or

m
at

 o
f 

a
va

ri
et

y 
of

w
ri

tte
n 

te
xt

s
w

ri
tte

n 
te

xt
s 

ar
e 

so
ur

ce
s 

of
 in

fo
rm

at
io

n
or

ga
ni

ze
rs

 -
 i.

e.
 in

de
x,

 h
ea

di
ng

s 
an

d 
su

bh
ea

d-
in

gs
sk

im
m

im
g/

 s
ca

nn
in

g 
fo

r 
in

fo
rm

at
io

n
lif

e 
ex

pe
ri

en
ce

s 
ai

d 
un

de
rs

ta
nd

in
g 

of
 w

ri
tte

n
te

xt
s

la
rg

e 
te

xt
s 

ca
n 

be
 b

ro
ke

n 
do

w
n 

in
to

 m
an

ag
e-

ab
le

 u
ni

ts
 o

f 
in

fo
rm

at
io

n
pu

rp
os

e,
 lo

ca
tio

n 
an

d 
fo

rm
at

 o
f 

a 
va

ri
et

y 
of

gr
ap

hi
ca

l t
ex

ts
gr

ap
hi

ca
l t

ex
ts

 a
re

 s
ou

rc
es

 o
f 

in
fo

rm
at

io
n

m
ap

s 
an

d 
pl

an
s 

ar
e 

gr
ap

hi
ca

l, 
tw

o-
 d

im
en

si
on

al
pi

ct
ur

es
 o

f 
pl

ac
es

ta
bl

es
 w

or
k 

by
 a

rr
an

gi
ng

 d
at

a 
In

 c
ol

um
ns

le
ge

nd
s 

pr
ov

id
e 

ad
di

tio
na

l I
nf

or
m

at
io

n
sk

im
m

in
g 

an
d 

sc
an

ni
ng

 o
f 

da
ta

co
nv

er
si

on
 ta

bl
es

 m
ay

 b
e 

ne
ed

ed
 w

ith
 m

ap
s

da
ta

 s
ho

ul
d 

be
 c

he
ck

ed
 f

or
 a

cc
ur

ac
y

ty
pe

s 
of

 k
no

w
le

dg
e 

an
d 

sk
ill

s 
av

ai
la

bl
e 

fr
om

 a
va

ri
et

y 
of

 o
ra

l s
ou

rc
es

in
fo

rm
at

io
n 

ca
n 

be
 o

bt
ai

ne
d 

fr
om

 o
ra

l s
ou

rc
es

w
he

re
 to

 f
in

d 
or

al
 s

ou
rc

es
 o

f 
in

fo
rm

at
io

n
ef

fe
ct

iv
e 

qu
es

tio
ni

ng
ta

ki
ng

 m
ot

es
 c

an
 a

id
 m

em
or

y
ef

fe
ct

 o
f 

bo
dy

 la
ng

ua
ge

, f
ac

ia
l e

xp
re

ss
io

n,
ge

st
ur

es
, t

on
e 

of
 v

oi
ce

 a
nd

 e
ye

 c
on

ta
ct

 o
n

m
ea

ni
ng

da
ta

 s
ho

ul
d 

be
 c

he
ck

ed
 f

or
 a

cc
ur

ac
y

S
ug

ge
st

ed
R

es
ou

rc
es

_^
.1

ex
pe

ri
en

ce
 s

to
ri

es
, c

al
en

da
rs

, s
ig

ns
, p

am
ph

le
ts

,
m

ag
az

in
es

, n
ew

sp
ap

er
s,

 b
oo

ks
, r

ec
ip

es
, j

ob
 d

es
cr

ip
-

lio
ns

, t
as

k 
an

al
ys

es
, c

ra
ft

 b
oo

ks
, i

ns
tr

uc
tio

ns
, p

ri
ce

lis
ts

, l
et

te
rs

, m
em

os
, r

ep
or

ts
, c

om
ic

 s
tr

ip
s,

 le
ct

ur
e

no
te

s,
 m

ee
tin

g 
m

in
ut

es

ca
le

nd
ar

s,
 c

ha
rt

s,
 s

ch
ed

ul
es

, s
ig

ns
, b

an
k 

m
ac

hi
ne

,
te

le
vi

si
on

 g
ui

de
s,

 r
ec

ip
es

, w
as

hi
ng

 in
st

ru
ct

io
ns

,
m

ap
s,

 ta
bl

es
, f

ly
er

s,
 a

dv
er

tis
em

en
ts

, c
on

ve
rs

io
n

ta
bl

es

fr
ie

nd
s,

 f
am

ily
 m

em
be

rs
, s

oc
ia

l o
rg

an
iz

at
io

ns
, c

o-
w

or
ke

rs
, n

ei
gh

bo
ur

s,
 p

ol
iti

ci
an

s,
 e

du
ca

to
rs

, c
hu

rc
h

of
fi

ci
al

s,
 te

le
vi

si
on

/ r
ad

io
 p

ro
gr

am
s,

 a
th

le
tic

 o
r-

ga
ni

za
tio

ns
, f

in
an

ci
al

 o
rg

an
iz

at
io

ns
, h

ob
by

is
ts

,
lo

bb
yi

st
, m

us
ic

ia
ns

, t
ra

in
in

g 
in

st
itu

tio
ns

n 
a 4

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
N

et
w

or
k

14
S

ep
te

m
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

R
es

ea
rc

h 
S

ki
lls

#4
#5

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 a
pp

ly
 in

fo
rm

at
io

n 
fo

un
d 

in
 w

ri
tte

n 
te

xt
s 

to
 a

 s
pe

ci
fi

c 
pu

rp
os

e.
T

hi
s 

pe
rs

on
 c

an
 a

pp
ly

 in
fo

rm
at

io
n 

fo
un

d 
in

 g
ra

ph
ic

al
 te

xt
s 

to
 a

 s
pe

ci
fi

c 
pu

rp
os

e.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 s
el

ec
t n

ec
es

sa
ry

 in
fo

rm
at

io
n 

co
nt

ai
ne

d 
in

 w
ri

tte
n 

te
xt

s 
an

d 
re

po
rt

fi
nd

in
gs

 f
or

 a
 s

pe
ci

fi
c 

pu
rp

os
e 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

H
ow

? 
- 

pu
rp

os
e 

is
 c

le
ar

ly
 s

ta
te

d,
 p

ro
ce

du
re

 u
se

d 
to

 lo
ca

te
, s

el
ec

t a
nd

 a
pp

ly
in

fo
rm

at
io

n 
is

 ju
st

if
ie

d,
 w

ri
tte

n 
ap

pl
ic

at
io

n 
is

 c
le

ar
, c

on
ci

se
 a

nd
 a

cc
ur

at
e

E
xa

m
pl

e 
- 

m
ak

e 
a 

sh
op

pi
ng

 li
st

 b
y 

re
ad

in
g 

se
ve

ra
l s

to
re

 f
ly

er
s

W
ha

t?
 -

 c
an

 s
el

ec
t n

ec
es

sa
ry

 in
fo

rm
at

io
n 

co
nt

ai
ne

d 
in

 g
ra

ph
ic

al
 te

xt
s 

an
d

re
po

rt
 f

in
di

ng
s 

fo
r 

a 
sp

ec
if

ic
 p

ur
po

se
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
- 

pu
rp

os
e 

is
 c

le
ar

ly
 s

ta
te

d,
 p

ro
ce

du
re

 u
se

d 
to

 lo
ca

te
, s

el
ec

t a
nd

 a
pp

ly
in

fo
rm

at
io

n 
is

 ju
st

if
ie

d,
 w

ri
tte

n 
ap

pl
ic

at
io

n 
is

 c
le

ar
, c

on
ci

se
 a

nd
 a

cc
ur

at
e

E
xa

m
pl

e 
- 

re
ad

 a
nd

 f
ol

lo
w

 a
 b

us
 s

ch
ed

ul
e,

 r
ea

d 
an

d 
fo

llo
w

 h
ou

se
 p

la
ns

K
no

w
le

dg
e

B
as

e

pu
rp

os
e,

 lo
ca

tio
n,

 a
nd

 f
or

m
at

 o
f 

a 
va

ri
et

y 
of

 w
ri

tte
n 

te
xt

s
w

ri
tte

n 
te

xt
s 

ar
e 

so
ur

ce
s 

of
 in

fo
rm

at
io

n
or

ga
ni

ze
rs

 -
 i.

e.
 in

de
x,

 h
ea

di
ng

s 
an

d 
su

bh
ea

di
ng

s
sk

im
m

im
g 

fo
r 

ge
ne

ra
l i

nf
or

m
at

io
n

sc
an

ni
ng

 f
or

 s
pe

ci
fi

c 
in

fo
rm

at
io

n
lif

e 
ex

pe
ri

en
ce

s 
ai

d 
un

de
rs

ta
nd

in
g 

of
 w

ri
tte

n 
te

xt
s

vo
lu

m
e 

of
 te

xt
s 

ca
n 

be
 b

ro
ke

n 
do

w
n 

in
to

 m
an

ag
ea

bl
e 

un
its

 o
f 

in
fo

rm
at

io
n

su
m

m
ar

iz
in

g
ed

iti
ng

 s
ki

lls
 -

 c
or

re
ct

 w
or

d 
us

ag
e 

an
d 

sp
el

lin
g

re
po

rt
in

g 
fo

rm
at

s 
- 

m
em

os
, l

et
te

rs
, r

ep
or

ts
se

nt
en

ce
 a

nd
 p

ar
ag

ra
ph

 s
tr

uc
tu

re

pu
rp

os
e,

 lo
ca

tio
n 

an
d 

fo
rm

at
 o

f 
a 

va
ri

et
y 

of
 g

ra
ph

ic
al

 te
xt

s
gr

ap
hi

ca
l t

ex
ts

 a
re

 s
ou

rc
es

 o
f 

in
fo

rm
at

io
n

m
ap

s 
an

d 
pl

an
s 

ar
e 

gr
ap

hi
ca

l, 
tw

o-
di

m
en

si
on

al
 p

ic
tu

re
s 

of
 p

la
ce

s
ta

bl
es

 w
or

k 
by

 a
rr

an
gi

ng
 d

at
a 

in
 c

ol
um

ns
le

ge
nd

s 
pr

ov
id

e 
ad

di
tio

na
l i

nf
or

m
at

io
n

sk
im

m
in

g 
an

d 
sc

an
ni

ng
 o

f 
da

ta
co

nv
er

si
on

 ta
bl

es
 m

ay
 b

e 
ne

ed
ed

 w
ith

 m
ap

s
da

ta
 s

ho
ul

d 
be

 c
he

ck
ed

 f
or

 a
cc

ur
ac

y
ed

iti
ng

 s
ki

lls
- 

co
rr

ec
t w

or
d 

us
ag

e 
dm

! 
sp

el
lin

g
re

po
rt

in
g 

fo
rm

at
s 

- 
m

em
os

, l
et

te
rs

, r
ep

or
ts

se
nt

en
ce

 a
nd

 p
ar

ag
ra

ph
 s

tr
uc

tu
re

Su
gg

es
te

d
R

es
ou

rc
es

ex
pe

ri
en

ce
 s

to
ri

es
, c

al
en

da
rs

, s
ig

ns
, p

am
ph

le
ts

, m
ag

az
in

es
, n

ew
sp

ap
er

s,
 b

oo
ks

,
re

ci
pe

s,
 jo

b 
de

sc
ri

pt
io

ns
, t

as
k 

an
al

ys
es

, c
ra

ft
 b

oo
ks

, i
ns

tr
uc

tio
ns

, p
ri

ce
 li

st
s,

le
tte

rs
, m

em
os

, r
ep

or
ts

, c
om

ic
 s

tr
ip

s,
 le

ct
ur

e 
no

te
s,

 m
ee

tin
g 

m
in

ut
es

ca
le

nd
ar

s,
 c

ha
rt

s,
 s

ch
ed

ul
es

, s
ig

ns
, b

an
k 

m
ac

hi
ne

, t
el

ev
is

io
n 

gu
id

es
, r

ec
ip

es
,

w
as

hi
ng

 in
st

ru
ct

io
ns

, m
ap

s,
 ta

bl
es

, f
ly

er
s,

 a
dv

er
tis

em
en

ts
, c

on
ve

rs
io

n 
ta

bl
es

,
le

tte
rs

, m
em

os
, r

ep
or

ts
, n

ew
sl

et
te

rs
, m

ee
tin

g 
m

in
ut

es
, l

ec
tu

re
 n

ot
es

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

15
S

ep
te

m
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

R
es

ea
rc

h 
S

ki
lls

#6
#7

.

S
ki

ll
T

hi
s 

pe
rs

on
 c

an
 a

pp
ly

 in
fo

rm
at

io
n 

fr
om

 o
ra

l s
ou

rc
es

 to
 a

sp
ec

if
ic

 p
ur

po
se

.
T

hi
s 

pe
rs

on
 c

an
 f

in
d 

an
d 

ap
pl

y 
in

fo
rm

at
io

n 
fr

om
 a

 v
ar

ie
ty

of
 w

ri
tte

n,
 g

ra
ph

ic
al

an
d 

or
al

 s
ou

rc
es

 to
 p

re
pa

re
 a

 p
re

se
nt

at
io

n.

Le
ar

ni
ng

O
ut

co
 m

es

W
ha

t?
 -

 c
an

 s
el

ec
t n

ec
es

sa
ry

 in
fo

rm
at

io
n 

co
nt

ai
ne

d
in

 o
ra

l s
ou

rc
es

 a
nd

 r
ep

or
t

fi
nd

in
gs

 f
or

 a
 s

pe
ci

fi
c 

pu
rp

os
e 

on
 f

iv
e 

se
pa

ra
te

oc
ca

si
on

s

H
ow

? 
- 

pu
rp

os
e 

is
 c

le
ar

ly
 s

ta
te

d,
 p

ro
ce

du
re

 u
se

d 
to

fi
nd

, s
el

ec
t a

nd
 a

pp
ly

in
fo

rm
at

io
n 

is
 ju

st
if

ie
d,

 w
ri

tte
n 

ap
pl

ic
at

io
n 

is
 c

le
ar

,
br

ie
f 

an
d 

ac
cu

ra
te

E
xa

m
pl

e 
- 

ch
oo

se
 a

 c
ar

 u
si

ng
 in

fo
rm

at
io

n
fr

om
 s

ev
er

al
 s

al
es

pe
rs

on
s

W
ha

t?
 -

 c
an

 e
ff

ec
tiv

el
y 

re
se

ar
ch

 a
nd

 p
re

pa
re

 a
n 

or
al

 p
re

se
nt

at
io

n
us

in
g 

in
fo

r-
m

at
io

n 
fo

un
d 

in
 w

ri
tte

n/
 g

ra
ph

ic
al

 te
xt

s 
an

d 
or

al
 s

ou
rc

es
 o

n 
tw

o 
se

pa
ra

te
oc

ca
si

on
s

H
ow

? 
- 

pu
rp

os
e 

an
d 

au
di

en
ce

 a
re

 c
le

ar
ly

 s
ta

te
d,

 p
ro

ce
du

re
 u

se
d 

to
fi

nd
 a

nd
ap

pl
y 

in
fo

rm
at

io
n 

is
 c

le
ar

ly
 s

ta
te

d 
an

d 
ju

st
if

ie
d,

 a
ll 

es
se

nt
ia

l
in

fo
rm

at
io

n 
is

in
cl

ud
ed

, p
re

se
nt

at
io

n 
is

 c
le

ar
, c

on
ci

se
 a

nd
 lo

gi
ca

l, 
a 

va
ri

et
y 

of
 s

ou
rc

es
 a

re
us

ed
 in

 p
re

se
nt

at
io

n,
 p

re
se

nt
at

io
n 

is
 v

id
eo

ta
pe

d

E
xa

m
pl

e-
 g

iv
e 

a 
re

vi
ew

 o
f 

a 
po

lit
ic

al
 c

an
di

da
te

K
no

w
le

dg
e

B
as

e

ty
pe

s 
of

 k
no

w
le

dg
e 

an
d 

sk
ill

s 
av

ai
la

bl
e 

fr
om

 a
va

ri
et

y 
of

 o
ra

l s
ou

rc
es

in
fo

rm
at

io
n 

ca
n 

be
 o

bt
ai

ne
d 

fr
om

 o
ra

l s
ou

rc
es

w
he

re
 to

 f
in

d 
or

al
 s

ou
rc

es
 o

f 
in

fo
rm

at
io

n
ef

fe
ct

iv
e 

qu
es

tio
ni

ng
ta

ki
ng

 n
ot

es
 c

an
 a

id
 m

em
or

y
ef

fe
ct

 o
f 

bo
dy

 la
ng

ua
ge

, f
ac

ia
l e

xp
re

ss
io

n,
 g

es
tu

re
s,

 to
ne

of
 v

oi
ce

 a
nd

 e
ye

co
nt

ac
t o

n 
m

ea
ni

ng
da

ta
 s

ho
ul

d 
be

 c
he

ck
ed

 f
or

 a
cc

ur
ac

y
ed

iti
ng

 s
ki

lls
- 

co
rr

ec
t w

or
d 

us
ag

e 
an

d 
sp

el
lin

g
re

po
rt

in
g 

fo
rm

at
s 

- 
m

em
os

, l
et

te
rs

, r
ep

or
ts

se
nt

en
ce

 a
nd

 p
ar

ag
ra

ph
 s

tr
uc

tu
re

se
e 

K
no

w
le

dg
e 

B
as

e 
of

 s
ki

lls
 5

, 6
 a

nd
 7

ho
w

 to
 o

pe
n 

an
d 

cl
os

e 
pr

es
en

ta
tio

ns
un

de
rs

ta
nd

in
g 

of
 th

e 
ne

ed
s 

of
 th

e 
au

di
en

ce
a 

ca
se

 is
 m

ad
e 

st
ro

ng
er

 b
y 

su
pp

or
tin

g
ev

id
en

ce
im

po
rt

an
ce

 o
f 

ef
fe

ct
iv

e 
vi

su
al

 a
nd

 w
ri

tte
n 

ai
ds

no
te

ta
ki

ng
 f

or
 f

ol
lo

w
-u

p 
id

ea
s

Su
gg

es
te

d
R

es
ou

rc
es

gi
ve

 o
r 

fo
llo

w
 in

st
ru

ct
io

ns
,

pl
an

 a
n 

ac
tiv

ity
, w

ri
te

 m
em

os
/ r

ep
or

ts
 to

 ju
st

if
y 

a

ca
se

, t
o 

su
pp

or
t a

 p
re

se
nt

at
io

n,
ve

ri
fy

 a
cc

ou
nt

s,
 a

rr
an

ge
 p

ay
m

en
ts

, s
ho

w
 p

ro
-

gr
es

si
on

/ r
eg

re
ss

io
n,

 m
ak

e 
co

m
pa

ri
so

ns

cu
rr

en
t i

ss
ue

s/
 tr

en
ds

, b
ud

ge
tin

g,
 o

ri
en

ta
tio

n 
se

ss
io

ns
,t

ra
in

in
g/

 e
du

ca
tio

na
l

in
st

itu
tio

ns
, d

em
on

st
ra

tin
g 

pr
og

re
ss

io
n/

 r
eg

re
ss

io
n/

 f
ac

ts
 v

s.
op

in
io

ns
, v

ac
at

io
n

pl
an

ni
ng

, m
ak

in
g 

in
ve

st
m

en
ts

, d
ec

is
io

n 
m

ak
in

g/
 c

on
se

ns
us

 to
ol

e 
; ti) J

9
i

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
N

et
w

or
k

16
S

ep
te

m
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

E
di

tin
g 

S
ki

lls
T

hi
s 

pa
th

 d
es

cr
ib

es
 e

di
tin

g 
sk

ill
s 

us
ed

 in
 o

ur
 d

ai
ly

ac
tiv

iti
es

.
A

ny
 to

pi
c 

of
 in

te
re

st
 to

 th
ei

nd
iv

id
ua

l c
an

 b
e 

us
ed

.

#1
#2

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 e
di

t w
or

ds
 c

om
m

on
ly

 u
se

d 
in

 h
is

/h
er

 d
ai

ly
 a

ct
iv

iti
es

.
T

hi
s 

pe
rs

on
 is

 a
bl

e 
to

 e
di

t s
ho

rt
, s

im
pl

e 
te

xt
s.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

ed
it 

co
m

m
on

ly
 u

se
d 

w
or

ds
 f

or
 th

e 
co

rr
ec

t u
sa

ge
 a

nd
sp

el
lin

g 
us

in
g 

a 
ra

nd
om

 s
am

pl
in

g 
ov

er
 a

 p
er

io
d 

of
 ti

m
e

H
ow

? 
- 

in
di

vi
du

al
iz

ed
 w

or
d 

ba
nk

s 
ar

e 
cr

ea
te

d 
us

in
g 

si
gh

t w
or

ds
 a

nd
 f

am
ili

ar
w

or
ds

, w
or

ds
 a

re
 r

ec
or

de
d 

an
d 

sp
el

le
d 

co
rr

ec
tly

 in
 th

e 
co

nt
ex

t o
f 

w
ri

tin
g,

cu
rs

iv
e 

or
 p

ri
nt

 le
tte

rs
 a

re
 a

cc
ep

ta
bl

e

E
xa

m
pl

e 
- 

co
rr

ec
t a

n 
er

ro
r 

in
 a

 c
he

qu
e

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

ed
it 

sh
or

t, 
si

m
pl

e 
te

xt
s 

fo
r 

th
e 

co
rr

ec
t w

or
d 

us
ag

e 
an

d
sp

el
lin

g 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
- 

fa
m

ili
ar

 f
or

m
at

s 
fo

r 
sh

or
t w

ri
tin

g 
sa

m
pl

es
 a

re
 u

se
d 

co
rr

ec
tly

, w
ri

tin
g 

is
pr

oo
fr

ea
d 

an
d 

se
lf

-c
or

re
ct

ed
 f

or
 s

pe
lli

ng
 a

nd
 w

or
d 

us
ag

e,
 b

eg
in

ni
ng

di
ct

io
na

ri
es

 a
re

 u
se

d 
fo

r 
ac

cu
ra

cy

E
xa

m
pl

e 
- 

ed
it 

a 
te

le
ph

on
e 

m
es

sa
ge

K
no

w
le

dg
e

B
as

e

w
ri

tin
g 

ca
n 

be
 u

se
d 

in
 m

an
y 

as
pe

ct
s 

of
 o

ur
 d

ai
ly

 li
ve

s
ed

iti
ng

 is
 im

po
rt

an
t b

ec
au

se
 s

pe
lli

ng
 a

nd
 w

or
d 

us
ag

e 
af

fe
ct

 m
ea

ni
ng

ho
w

 to
 a

pp
ly

 s
im

pl
e 

sp
el

lin
g 

ru
le

s,
 c

om
m

on
 w

or
d 

pa
tte

rn
s 

an
d 

le
tte

r
co

m
bi

na
tio

ns
 to

 n
ew

 w
or

ds
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
in

 w
or

ds
gr

ap
hi

ca
l c

lu
es

 c
an

 a
id

 m
ea

ni
ng

ca
pi

ta
liz

at
io

n,
 a

bb
re

vi
at

io
ns

, c
on

tr
ac

tio
ns

 a
nd

 s
ile

nt
 le

tte
rs

 c
an

 b
e 

fo
un

d
In

 m
an

y 
co

m
m

on
 w

or
ds

m
em

or
y 

ai
ds

, i
.e

. r
hy

m
es

, w
or

d 
sh

ap
e,

 w
or

d 
pa

tte
rn

s

w
ri

tin
g 

ca
n 

be
 u

se
d 

in
 m

an
y 

as
pe

ct
s 

of
 o

ur
 d

ai
ly

 li
ve

s
ed

iti
ng

 is
 im

po
rt

an
t b

ec
au

se
 s

pe
lli

ng
 a

nd
 w

or
d 

us
ag

e 
af

fe
ct

 m
ea

ni
ng

ho
w

 to
 a

pp
ly

 s
im

pl
e 

sp
el

lin
g 

ru
le

s,
 c

om
m

on
 w

or
d 

pa
tte

rn
s 

an
d 

le
tte

r
co

m
bi

na
tio

ns
 to

 n
ew

 w
or

ds
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
in

 w
or

ds
gr

ap
hi

ca
l c

lu
es

 c
an

 a
id

 m
ea

ni
ng

ca
pi

ta
liz

at
io

n,
 a

bb
re

vi
at

io
ns

, c
on

tr
ac

tio
ns

 a
nd

 s
ile

nt
 le

tte
rs

 c
an

 h
e 

fo
un

d
in

 m
an

y 
co

m
m

on
 w

or
ds

m
em

or
y 

ai
ds

, i
.e

. r
hy

m
es

, w
or

d 
sh

ap
e,

 w
or

d 
pa

tte
rn

s
su

ff
ix

es
 a

nd
 p

re
fi

xe
s 

ad
d 

m
ea

ni
dg

th
e 

w
ri

tin
g 

pr
oc

es
s

pl
an

, w
ri

te
, e

di
t, 

pu
bl

is
h

Su
gg

es
te

d
R

es
ou

rc
es

ca
le

nd
ar

s,
 f

or
m

s,
 g

ro
ce

ry
 li

st
s,

 n
ew

sp
ap

er
, c

ro
ss

w
or

d 
pu

zz
le

s,
 m

es
sa

ge
s,

en
ve

lo
pe

, s
ig

ns
, p

os
te

rs

..

pe
rs

on
al

 n
ot

e/
 le

tte
r/

 jo
ur

na
l, 

te
le

ph
on

e 
m

es
sa

ge
, j

ou
rn

al
 w

ri
tin

g,
 w

an
t a

d,
jo

b 
po

st
in

g,
 c

on
te

st
 b

al
lo

t, 
ca

rd
, e

xp
er

ie
nc

e 
st

or
ie

s,
 p

uz
zl

es
; c

ha
rt

s,
 s

ig
ns

-
... iv
y)0

9

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
17

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

E
di

tin
g 

S
ki

lls

it 
3

#4
.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 e
di

t a
 v

ar
ie

ty
 o

f 
te

xt
s.

T
hi

s 
pe

rs
on

 c
an

 e
di

t a
nd

 c
ri

tic
al

ly
 a

na
ly

ze
 o

w
n 

an
d 

ot
he

r 
pe

op
le

's
 w

ri
tin

g.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 -

 c
an

 a
cc

ur
at

el
y 

ed
it 

a 
va

ri
et

y 
of

 te
xt

s 
fo

r 
th

e 
co

rr
ec

t w
or

d 
us

ag
e 

an
d

sp
el

lin
g 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns
.

H
ow

? 
- 

a 
va

ri
et

y 
of

 te
xt

 f
or

m
at

s 
ar

e 
co

rr
ec

tly
 u

se
d,

 w
ri

tin
g 

is
 p

ro
of

re
ad

 a
nd

se
lf

-c
or

re
ct

ed
 f

or
 s

pe
lli

ng
 a

nd
 w

or
d 

us
ag

e,
 u

nu
su

al
 s

pe
lli

ng
s 

ar
e 

re
co

gn
iz

ed
,

la
ng

ua
ge

 is
 a

pp
ro

pr
ia

te
 f

or
 th

e 
re

ad
er

E
xa

m
pl

e 
- 

ed
it 

a 
le

tte
r 

to
 a

 c
hi

ld
 s

 te
ac

he
r

W
ha

t?
 -

 c
an

 s
uc

ce
ss

fu
lly

 e
di

t o
w

n 
an

d 
ot

he
r 

pe
op

le
's

 w
ri

tin
g 

fo
r 

se
nt

en
ce

fl
ow

, p
ar

ag
ra

ph
 f

lo
w

, c
or

re
ct

 w
or

d 
us

ag
e 

an
d 

sp
el

lin
g

H
ow

? 
- 

a 
va

ri
et

y 
of

 te
xt

 f
on

na
ts

 a
re

 c
or

re
ct

ly
 u

se
d,

 w
ri

tin
g 

is
 p

ro
of

re
ad

 a
nd

se
lf

-c
or

re
ct

ed
 f

or
 s

pe
lli

ng
 a

nd
 w

or
d 

us
ag

e,
 u

nu
su

al
 s

pe
lli

ng
s 

ar
e 

re
co

gn
iz

ed
,

la
ng

ua
ge

 is
 a

pp
ro

pr
ia

te
 f

or
 a

ud
ie

nc
e,

 c
on

te
nt

 is
 a

cc
ur

at
e

E
xa

m
pl

e 
- 

co
rr

ec
t a

 c
hi

ld
's

 le
tte

r 
to

 a
 p

en
 p

al

K
no

w
le

dg
e

B
as

e

w
ri

tin
g 

ca
n 

be
 u

se
d 

in
 m

an
y 

as
pe

ct
s 

of
 o

ur
 d

ai
ly

 li
ve

s
ed

iti
ng

 is
 im

po
rt

an
t b

ec
au

se
 s

pe
lli

ng
 a

nd
 w

or
d 

us
ag

e 
af

fe
ct

 m
ea

ni
ng

ho
w

 to
 a

pp
ly

 s
im

pl
e 

sp
el

lin
g 

ru
le

s,
 c

om
m

on
 w

or
d 

pa
tte

rn
s 

an
d 

le
tte

r 
co

m
bi

-
na

tio
ns

 to
 n

ew
 w

or
ds

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

in
 w

or
ds

gr
ap

hi
ca

l c
lu

es
 c

an
 a

id
 m

ea
ni

ng
ca

pi
ta

liz
at

io
n,

 a
bb

re
vi

at
io

ns
, c

on
tr

ac
tio

ns
 a

nd
 s

ile
nt

 le
tte

rs
 c

an
 b

e 
fo

un
d 

in
m

an
y 

co
m

m
on

 w
or

ds
m

em
or

y 
ai

ds
, i

.e
. r

hy
m

es
, w

or
d 

sh
ap

e,
 w

or
d 

pa
tte

rn
s

su
ff

ix
es

 a
nd

 p
re

fi
xe

s 
ad

d 
m

ea
ni

ng
th

e 
w

ri
tin

g 
pr

oc
es

s
pl

an
, w

ri
te

, e
di

t, 
pu

bl
is

h
sy

lla
bi

ca
tio

n 
pa

tte
rn

s,
 a

po
st

ro
ph

e 
us

ag
e

pa
ra

gr
ap

h 
st

ru
ct

ur
e 

- 
to

pi
c 

se
nt

en
ce

, s
up

po
rt

in
g 

de
ta

ils
, c

on
cl

ud
in

g
se

nt
en

ce
in

st
ru

ct
io

ns
 r

eq
ui

re
 lo

gi
ca

l s
eq

ue
nc

in
g

co
nt

en
t m

us
t b

e 
cl

ea
r 

an
d 

ac
cu

ra
te

sk
im

m
in

g 
fo

r 
ge

ne
ra

l i
nf

or
m

at
io

n
sc

an
ni

ng
 f

or
 s

pe
ci

fi
c 

in
fo

rm
at

io
n

w
ri

tin
g 

ca
n 

be
 u

se
d 

in
 m

an
y 

as
pe

ct
s 

of
 o

ur
 d

ai
ly

 li
ve

s
ed

iti
ng

 is
 im

po
rt

an
t b

ec
au

se
 s

pe
lli

ng
 a

nd
 w

or
d 

us
ag

e 
af

fe
ct

 m
ea

ni
ng

ho
w

 to
 a

pp
ly

 s
im

pl
e 

sp
el

lin
g 

ru
le

s,
 c

om
m

on
 w

or
d 

pa
tte

rn
s 

an
d 

le
tte

r
co

m
bi

na
tio

ns
 to

 n
ew

 w
or

ds
nu

m
be

rs
 c

an
 b

e 
w

ri
tte

n 
in

 w
or

ds
gr

ap
hi

ca
l c

lu
es

 c
an

 a
id

 u
nd

er
st

an
di

ng
ca

pi
ta

liz
at

io
n,

 a
bb

re
vi

at
io

ns
, c

on
tr

ac
tio

ns
 a

nd
 s

ile
nt

 le
tte

rs
 c

an
 b

e 
fo

un
d 

in
m

an
y 

co
m

m
on

 w
or

ds
m

em
or

y 
ai

ds
, i

.e
. r

hy
m

es
, w

or
d 

sh
ap

e,
 w

or
d 

pa
tte

rn
s

su
ff

ix
es

 a
nd

 p
re

fi
xe

s 
ad

d 
m

ea
ni

ng
th

e 
w

ri
tin

g 
pr

oc
es

sp
la

n,
 w

ri
te

, e
di

t, 
pu

bl
is

h
sy

lla
bi

ca
tio

n 
pa

tte
rn

s,
 a

po
st

ro
ph

e 
us

ag
e

pa
ra

gr
ap

h 
st

ru
ct

ur
e 

- 
to

pi
c 

se
nt

en
ce

, s
up

po
rt

in
g 

de
ta

ils
, c

on
cl

ud
in

g 
se

nt
en

ce
in

st
ru

ct
io

ns
 r

eq
ui

re
 lo

gi
ca

l s
eq

ue
nc

in
g

co
nt

en
t m

us
t b

e 
cl

ea
r 

an
d 

ac
cu

ra
te

sk
im

m
in

g 
fo

r 
ge

ne
ra

l i
nf

or
m

at
io

n
sc

an
ni

ng
 f

or
 s

pe
ci

fi
c 

in
fo

rm
at

io
n

Su
gg

es
te

d
R

es
ou

rc
es

jo
ur

na
l w

ri
tin

g,
 tr

av
el

 d
ia

ry
, e

xp
er

ie
nc

e 
st

or
y,

 d
es

cr
ip

tiv
e/

 n
ar

ra
tiv

e 
pa

ra
gr

ap
h,

ed
ito

ri
al

, j
ob

 d
es

cr
ip

tio
n,

 r
ep

or
t, 

m
an

ua
l, 

in
st

ru
ct

io
ns

, s
ch

ed
ul

es
, l

et
te

rs
, f

or
m

s,
re

su
m

e

ou
tli

ne
s,

 b
us

in
es

s 
an

d 
pe

rs
on

al
 le

tte
rs

/ m
em

os
/ r

ep
or

ts
, p

am
ph

le
ts

, n
ew

sl
et

te
rs

,
ne

w
s 

ar
tic

le
s,

 in
st

ru
ct

io
ns

, r
es

um
e 

an
d 

co
ve

ri
ng

 le
tte

rs
, i

nf
or

m
at

io
n 

st
or

ag
e

sy
st

em
s,

 p
oe

tr
y,

 f
ic

tio
na

l o
r 

fa
ct

ua
l s

to
ri

es
I

10
1

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
18

Se
pt

em
be

r 
19

93



C
om

m
un

ic
at

io
n 

P
at

hs

10
4

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
19

Se
pt

em
be

r 
19

93



E
as

te
rn

 O
nt

ar
io

O
pe

n 
L

ea
rn

in
g

N
et

w
or

k

St
an

da
rd

s 
fo

r 
Sk

ill
 C

om
pe

te
nc

ie
s

N
u

er
ac

y
S

ki
lls

N
ov

em
be

r,
 1

99
3

10
5

10
6



T
ab

le
 o

f C
on

te
nt

s

Pr
og

re
ss

 P
ro

fi
le

3

D
ef

in
iti

on
 o

f 
te

rm
s

4

B
as

ic
 O

pe
ra

tio
ns

 S
ki

lls
5

M
ea

su
re

m
en

t S
ki

lls
11

T
ab

le
, C

ha
rt

 &
 G

ra
ph

 S
ki

lls
15

G
eo

m
et

ry
 S

ki
lls

18

10

lo
i



P
ro

gr
es

s 
P

ro
fil

e

Id
en

tif
ic

at
io

n 
C

od
e

B
as

ic
 O

pe
ra

tio
ns

 S
ki

ll

#1

M
ea

su
re

m
en

t S
ki

lls

#2
#3

#4
#5

#6
#7

#8

#1

T
ab

le
, C

ha
rt

 &
 G

ra
ph

#2 Sk
ill

s

#3
#4

#5
#6

#7
#8

#1

G
eo

m
et

ry
 S

ki
lls

#2
#3

#4
#5

#1
#2

#3
#4

#5

10
9

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k

1i
t)

3
N

ov
em

be
r 

19
93



D
ef

in
iti

on
 o

f 
te

rm
s

Sk
ill

s 
ar

e 
su

bi
vi

de
d 

in
to

 th
e 

fo
llo

w
in

g:

S
ki

ll
A

 d
es

cr
ip

tio
n 

of
 a

n 
ac

tiv
ity

 o
r 

be
ha

vi
ou

r 
th

at
 c

an
 b

e 
de

m
on

st
ra

te
d.

Le
ar

ni
ng

 O
ut

co
m

es
A

n 
ex

pl
an

at
io

n 
of

 w
ha

t i
s 

ne
ed

ed
 to

 d
em

on
st

ra
te

 th
is

 s
ki

ll.
 E

xa
m

pl
es

 a
re

 in
cl

ud
ed

.

K
no

w
le

dg
e 

B
as

e
T

he
 b

ac
kg

ro
un

d 
kn

ow
le

dg
e 

ne
ce

ss
ar

y 
to

 d
em

on
st

ra
te

 th
is

 s
ki

ll.

S
ug

ge
st

ed
 R

es
ou

rc
es

Sp
ec

if
ie

s 
si

tu
at

io
ns

 a
nd

 m
at

er
ia

l u
se

d 
to

 le
ar

n 
an

d 
to

 d
em

on
st

ra
te

 th
is

 s
ki

ll.

11
1

11
2

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
4

N
ov

em
be

r 
19

93



N
um

er
ac

y 
Pa

th
s

B
as

ic
 O

pe
ra

tio
ns

 S
ki

lls
T

hi
s 

pa
th

 d
es

cr
ib

es
 b

as
ic

 o
pe

ra
tio

ns
 s

ki
lls

 u
se

d 
in

 o
ur

 d
ai

ly
ac

tiv
iti

es
.

A
ny

 to
pi

c 
of

 in
te

re
st

 to
 th

e 
in

di
vi

du
al

 c
an

 b
e 

us
ed

.

if

;,,
? 

.,
i

cr
,,:

i
.

v[
.

V
''' 

;*
 '.

.t
a.

Y
.,

1,
 (

 -
";

..

4
I'g

. '
t

4.
.

/
,./

1,
,,

..
,4

,,.

...

A
 4

' '
' T

.' 
I

,-
:-

 I
I:

,

'le
'

.

I
''

J
i

.
,

...
,,

iv
!.

 _
I-

-
'

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 r
ec

og
ni

ze
 a

nd
 r

ea
ct

 to
 n

um
be

rs
 f

ou
nd

 in
 d

ai
ly

 a
ct

iv
iti

es
.

T
hi

s 
pe

rs
on

 c
an

 r
ec

og
ni

ze
 a

nd
 r

ea
ct

 to
 s

itu
at

io
ns

 in
vo

lv
in

g 
ad

di
tio

n 
an

d 
su

b-
tr

ac
tio

n 
of

 n
um

be
rs

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 c

ou
nt

, r
ea

d,
 a

nd
 w

ri
te

 n
um

be
rs

, c
om

pa
re

 n
um

be
r 

gr
ou

ps
, a

nd
 u

se
n

si
gn

s 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
ex

pl
an

at
io

n 
is

 g
iv

en
 v

er
ba

lly
 o

r 
in

 w
ri

tin
g

W
ha

t?
 c

an
 a

dd
 a

nd
 s

ub
tr

ac
t 3

 d
ig

it 
nu

m
be

rs
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
ex

pl
an

at
io

n 
is

 g
iv

en
 v

er
ba

lly
 a

nd
 in

 w
ri

tin
g 

to
 c

he
ck

 u
nd

er
st

an
di

ng
nu

m
be

rs
 1

00
0

nu
m

be
rs

 1
00

ex
te

nd
ed

 v
oc

ab
ul

ar
y 

to
ta

l, 
di

ff
er

en
ce

, c
ar

ry
, b

or
ro

w
, d

ig
it,

 p
la

ce

si
gn

s 
>

<
 =

 +
 x

 +
vo

ca
bu

la
ry

 o
rd

in
al

 n
um

be
rs

, 1
st

, 1
0t

h,
 2

0t
h,

 r
om

an
 n

um
er

al
s

va
lu

e 
(o

ne
s,

 te
ns

, h
un

dr
ed

s,
 th

ou
sa

nd
s)

E
xa

m
pl

e 
- 

ca
lc

ul
at

e 
w

ei
gh

t l
os

s
E

xa
m

pl
e 

- 
co

un
t t

he
 n

um
be

r 
of

 p
eo

pl
e 

in
 a

 r
oo

m

K
no

w
le

dg
e

nu
m

be
rs

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

nu
m

be
rs

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

B
us

e
nu

m
be

rs
 c

on
ta

in
 I

nf
or

m
at

io
n 

ab
ou

t o
ur

 e
nv

ir
on

m
en

t
nu

m
be

rs
 c

on
ta

in
 in

fo
rm

at
io

n 
ab

ou
t o

ur
 e

nv
ir

on
m

en
t

ho
w

 to
 r

ea
d,

 w
ri

te
 a

nd
 o

rd
er

 n
um

be
rs

ho
w

 to
 r

ea
d,

 w
ri

te
 a

nd
 o

rd
er

 n
um

be
rs

nu
m

be
r 

pl
ac

e 
va

lu
e

nu
m

be
r 

pl
ac

e 
va

lu
e

ho
w

 to
 u

se
 s

ig
ns

 to
 c

om
pa

re
 n

um
be

rs
ho

w
 to

 u
se

 s
ig

ns
 to

 c
om

pa
re

 n
um

be
rs

ad
di

tio
n 

an
d 

su
bt

ra
ct

io
n 

ca
n 

be
 u

se
d 

in
 m

an
y 

ev
er

yd
ay

 s
itu

at
io

ns
ho

w
 to

 a
dd

 a
nd

 s
ub

tr
ac

t o
ne

 to
 th

re
e 

di
gi

t n
um

be
rs

ho
w

 to
 b

or
ro

w
 o

r 
ca

rr
y 

nu
m

be
rs

Su
gg

es
te

d
ca

le
nd

ar
s,

 g
am

es
, p

uz
zl

es
, f

ly
er

s,
 s

ch
ed

ul
es

, n
ew

sp
ap

er
s,

 te
le

ph
on

e
ca

le
nd

ar
, g

am
es

, p
uz

zl
es

, f
ly

er
s,

 s
ch

ed
ul

es
,n

ew
sp

ap
er

s,
 m

ea
su

re
m

en
t

R
es

ou
rc

es
bo

ok
, d

ai
ly

 p
la

nn
er

, s
ig

ns
, r

oa
d 

m
ap

s
(d

is
ta

nc
e,

 ti
m

e,
 o

r 
w

ei
gh

t)
, i

nv
en

to
ri

es

11
3

11
4

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
5

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

B
as

ic
 O

pe
ra

tio
ns

 S
ki

lls

.

.
.

-
`.

$
14

'
I

-.
,..

.
`:

,i'
'

,;M
*;

:q
1:

...
z

a'
g.

io

.

1
1.

,
.

:4
 li

v
.

,e
tv

.1
11

,..
 , 

..
.
;ts

.:
41

!i
,:f

l.
,

:ii
i.,

..

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 r
ec

og
ni

ze
 a

nd
 r

ea
ct

 to
 s

itu
at

io
ns

 in
vo

lv
in

g 
m

ul
tip

lic
at

io
n 

an
d

di
vi

si
on

 o
f 

nu
m

be
rs

.

T
hi

s 
pe

rs
on

 c
an

 u
se

 th
e 

ca
lc

ul
at

or
 f

or
 b

as
ic

 c
al

cu
la

tio
ns

 f
ou

nd
 in

 d
ai

ly
 a

ct
iv

iti
es

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 c

al
cu

la
te

 th
re

e 
di

gi
t m

ul
tip

lic
at

io
n 

an
d 

us
e 

di
vi

si
on

 w
ith

 a
 tw

o
di

gi
t d

iv
is

or
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
ex

pl
an

at
io

n 
is

 v
er

ba
l a

nd
 in

 w
ri

tin
g 

to
 c

he
ck

 u
nd

er
st

an
di

ng
nu

m
be

rs
 1

1,
00

0
.

ex
te

nd
ed

 v
oc

ab
ul

ar
y 

ca
lc

ul
at

e,
 d

iv
id

en
d,

 d
iv

is
or

, m
ul

tip
lie

r,
 q

uo
tie

nt

E
xa

m
pl

es
 -

 c
al

cu
la

te
 h

ow
 m

uc
h 

fo
od

 is
 n

ee
de

d 
fo

r 
a 

pa
rt

y,
 c

al
cu

la
te

ki
lo

m
et

er
s 

pe
r 

ho
ur

W
ha

t?
 c

an
 a

cc
ur

at
el

y 
es

tim
at

e,
 m

an
ua

lly
 c

al
cu

la
te

 a
nd

 u
se

 a
 c

al
cu

la
to

r 
to

ch
ec

k 
so

lu
tio

ns
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
ex

pl
an

at
io

n 
is

 v
er

ba
l a

nd
 in

 w
ri

tin
g 

to
 c

he
ck

 u
nd

er
st

an
di

ng
nu

m
be

rs
 1

 -
 1

00
,0

00
ex

te
nd

ed
 v

oc
ab

ul
ar

y 
cl

ea
r,

 m
em

or
y,

 to
ta

l, 
es

tim
at

e,
 r

ou
nd

in
g,

 f
un

ct
io

n 
ke

ys

E
xa

m
pl

es
 -

 a
lte

ri
ng

 a
 r

ec
ip

e 
fo

r 
2,

 1
0 

or
 2

0 
pe

op
le

, b
al

an
ce

 a
 c

he
qu

e 
bo

ok

K
no

w
le

dg
e

B
as

e

nu
m

be
rs

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

nu
m

be
rs

 c
on

ta
in

 in
fo

rm
at

io
n 

ab
ou

t o
ur

 e
nv

ir
on

m
en

t
ho

w
 to

 r
ea

d,
 w

ri
te

 a
nd

 o
rd

er
 n

um
be

rs
nu

m
be

r 
pl

ac
e 

va
lu

e
ho

w
 to

 u
se

 s
ig

ns
 to

 c
om

pa
re

 n
um

be
rs

ad
di

tio
n,

 s
ub

tr
ac

tio
n,

 m
ul

tip
lic

at
io

n 
an

d 
di

vi
si

on
 c

an
 b

e 
us

ed
 in

 m
an

y
ev

er
yd

ay
 s

itu
at

io
ns

ho
w

 to
 a

dd
, s

ub
tr

ac
t, 

m
ul

tip
ly

 a
nd

 d
iv

id
e 

w
ho

le
 n

um
be

rs
m

ul
tip

lic
at

io
n 

fa
ct

s 
th

ro
ug

h 
to

 1
2 

fr
om

 m
em

or
y 

or
 u

si
ng

 a
 c

ha
rt

m
ul

tip
le

s 
of

 1
0 

an
d 

10
0

nu
m

be
rs

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

nu
m

be
rs

 c
on

ta
in

 in
fo

rm
at

io
n 

ab
ou

t o
ur

 e
nv

ir
on

m
en

t
ho

w
 to

 r
ea

d,
 w

ri
te

 a
nd

 o
rd

er
 n

um
be

rs
nu

m
be

r 
pl

ac
e 

va
lu

e
ho

w
 to

 u
se

 s
ig

ns
 to

 c
om

pa
re

 n
um

be
rs

ad
di

tio
n,

 s
ub

tr
ac

tio
n,

 m
ul

tip
lic

at
io

n 
an

d 
di

vi
si

on
 c

an
 b

e 
us

ed
 in

 m
an

y
ev

er
yd

ay
 s

itu
at

io
ns

ho
w

 to
 a

dd
, s

ub
tr

ac
t, 

m
ul

tip
ly

 a
nd

 d
iv

id
e 

w
ho

le
 n

um
be

rs
m

ul
tip

lic
at

io
n 

fa
ct

s 
th

ro
ug

h 
to

 1
2 

fr
om

 m
em

or
y 

or
 u

si
ng

 a
 c

ha
rt

 m
ul

tip
le

s
of

 1
0 

an
d 

10
0

ca
lc

ul
at

or
s 

ca
n 

be
 u

se
d 

to
 c

he
ck

 e
st

im
at

ed
 c

al
cu

la
tio

ns
 q

ui
ck

ly
ho

w
 to

 r
ou

nd
 o

ff
 n

um
be

rs
 a

nd
 e

st
im

at
e 

so
lu

tio
ns

ho
w

 to
 u

se
s 

ca
lc

ul
at

or

Su
gg

es
te

d
R

es
ou

rc
es

ca
le

nd
ar

s,
 g

am
es

, p
uz

zl
es

, f
ly

er
s,

 m
ap

s,
 n

ew
sp

ap
er

s,
 m

en
us

, m
ea

su
re

m
en

t,
m

ile
ag

e,
 ti

m
e 

sh
ee

ts

ca
le

nd
ar

s,
 g

am
es

, p
uz

zl
es

, f
ly

er
s,

 m
ap

s,
 n

ew
sp

ap
er

s,
 m

en
us

, m
ea

su
re

m
en

t,
m

ile
ag

e,
 ti

m
e 

sh
ee

ts
, s

ho
pp

in
g,

 b
oo

kk
ee

pi
ng

, t
ax

 f
or

m
s,

 y
ea

rl
y 

pl
an

ni
ng

ila
Y

er
n 

O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

6
N

ov
em

be
r 

19
93



N
um

or
ac

y 
P

at
hs

B
as

ic
 O

pe
ra

tio
ns

 S
ki

lls

..
.

.
.

.
-,

 .2
1

'-
!''

,1
.!

!:
,:

:
',

.
,s

 '
.

11
:.

':
,

'

4,
:

C
l',

 L
.,

.
,

:',
i'.

Li
t.

.4
.

': 
, .

.:
L.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 c
ar

ry
 o

ut
 m

on
ey

 tr
an

sa
ct

io
ns

 f
ou

nd
 in

 e
ve

ry
da

y 
lif

e.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
ca

n 
es

tim
at

e,
 c

al
cu

la
te

 a
nd

 c
he

ck
 s

ol
ut

io
ns

 in
vo

lv
in

g 
m

on
ey

 tr
an

sa
ct

io
ns

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

H
ow

? 
ex

pl
an

at
io

n 
is

 g
iv

en
 v

er
ba

lly
 a

nd
 in

 w
ri

tin
g 

to
 c

he
ck

 u
nd

er
st

an
di

ng
ca

lc
ul

at
or

s 
m

ay
 b

e 
us

ed
 to

 c
he

ck
 s

ol
ut

io
ns

cu
rr

en
cy

 to
 $

10
,0

00
to

ol
s 

ba
nk

 b
oo

k/
 s

ta
te

m
en

t, 
ba

nk
 s

lip
s,

 c
he

qu
es

, r
ec

ei
pt

s,
 b

ud
ge

t f
or

m
s,

 o
rd

er
 f

or
m

s,
 b

ill
s

ex
te

nd
ed

 v
oc

ab
ul

ar
y 

$.
00

, d
ep

os
it,

 w
ith

dr
aw

al
, t

ax
, s

ub
to

ta
l, 

to
ta

l, 
ch

ar
ge

s

E
xa

m
pl

es
 -

 s
ho

pp
in

g 
fo

r 
gr

oc
er

ie
s,

 c
al

cu
la

tin
g 

sa
vi

ng
s 

ea
ch

 m
on

th

K
no

w
le

dg
e

B
as

e

nu
m

be
rs

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

nu
m

be
rs

 c
on

ta
in

 in
fo

rm
at

io
n 

ab
ou

t o
ur

 e
nv

ir
on

m
en

t
ho

w
 to

 r
ea

d,
 w

ri
te

 a
nd

 o
rd

er
 n

um
be

rs
nu

m
be

r 
pl

ac
e 

va
lu

e
ho

w
 to

 u
se

 s
ig

ns
 to

 c
om

pa
re

 n
um

be
rs

ad
di

tio
n,

 s
ub

tr
ac

tio
n,

 m
ul

tip
lic

at
io

n 
an

d 
di

vi
si

on
 c

an
 b

e 
us

ed
 in

 m
an

y 
ev

er
yd

ay
 s

itu
at

io
ns

ho
w

 to
 a

dd
, s

ub
tr

ac
t, 

m
ul

tip
ly

 a
nd

 d
iv

id
e 

nu
m

be
rs

m
ul

tip
lic

at
io

n 
fa

ct
s 

th
ro

ug
h 

to
 1

2,
 m

ul
tip

le
s 

of
 1

0 
an

d 
10

0
ca

lc
ul

at
or

s 
ca

n 
be

 u
se

d 
to

 c
he

ck
 e

st
im

at
ed

 c
al

cu
la

tio
ns

 q
ui

ck
ly

ho
w

 to
 r

ou
nd

 o
ff

 n
um

be
rs

 a
nd

 e
st

im
at

e 
so

lu
tio

ns
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r
ho

w
 to

 w
ri

te
 n

um
be

rs
 u

si
ng

 w
or

ds
w

he
re

 to
 f

in
d 

in
fo

rm
at

io
n

kw
 to

 f
ill

 o
ut

 f
or

m
s 

in
vo

lv
in

g 
m

on
ey

 (
bu

dg
et

s,
 in

co
m

e 
ta

x,
 o

rd
er

 f
or

m
s)

ho
w

 to
 c

al
cu

la
te

 n
um

be
rs

 w
ith

 d
ec

im
al

s

Su
gg

es
te

d
R

es
ou

rc
es

m
en

us
, g

am
es

,.p
uz

zl
es

, f
ar

e 
ra

te
s,

 n
ew

sp
ap

er
s,

 m
ile

ag
e,

 in
ve

nt
or

ie
s,

 p
ay

 s
tu

bs
, s

ho
pp

in
g 

(s
to

re
s,

 te
le

vi
si

on
, c

at
al

og
ue

s)
, e

xp
en

se
 v

ou
ch

er
s

11
'/

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
7

11
6 N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

B
as

ic
 O

pe
ra

tio
ns

 S
ki

lls

..
.

i
1

tf
t

.
4

.
.

.
.

;
%

.
1,

,i,
,,

a
41

f
1 

II
.,

a 
4.

,4
.'"

,.'
" 

-I
i;?

..,
-.

,
,

r
.

-5

,L
,

i;F
:i

.
''!

:'`
..

il:
01

..,
,

.
;i:

Z
;'

...
,

..
A

,::
y.

g.
., 

,:t
4:

s
it 

44
 :1

4'
,, 

r:
'

,,,
c.

'il
'

...
:.

0

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 c
al

cu
la

te
 f

ra
ct

io
ns

 f
ou

nd
 in

 e
ve

ry
da

y 
lif

e.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 u

se
 th

e 
fo

ur
 b

as
ic

 o
pe

ra
tio

ns
 to

 d
em

on
st

ra
te

 w
ha

t a
 f

ra
ct

io
n 

of
 a

 n
um

be
r 

is
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
ex

pl
an

at
io

n 
is

 g
iv

en
 v

er
ba

'ly
 a

nd
 in

 w
ri

tin
g 

to
 c

he
ck

 u
nd

er
st

an
di

ng
ca

lc
ul

at
or

s 
m

ay
 b

e 
us

ed
 to

 c
on

ve
rt

 a
ns

w
er

s 
to

 d
ec

im
al

s
ex

te
nd

ed
 v

oc
ab

ul
ar

y 
fr

ac
tio

n 
(a

lb
),

 r
ed

uc
e/

ra
is

e 
fr

ac
tio

ns
, s

im
pl

if
y,

 n
um

er
at

or
, d

en
om

in
at

or
, c

om
m

on
/ p

ro
pe

r/
 im

pr
op

er
/ m

ix
ed

 f
ra

ct
io

ns

E
xa

m
pl

es
 -

 a
lte

r 
a 

re
ci

pe
 f

or
 m

or
e/

 le
ss

 p
eo

pl
e,

 r
ea

d 
pi

e 
gr

ap
hs

, t
ak

e 
an

d 
ca

lc
ul

at
e 

m
ea

su
re

m
en

ts
 to

 b
ui

ld
 a

 d
ec

k

K
no

w
le

dg
e

B
as

e

nu
m

be
rs

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
 w

or
ds

nu
m

be
rs

 c
on

ta
in

 in
fo

rm
at

io
n 

ab
ou

t o
ur

 e
nv

ir
on

m
en

t
ho

w
 to

 r
ea

d,
 w

ri
te

 a
nd

 o
rd

er
 n

um
be

rs
nu

m
be

r 
pl

ac
e 

va
lu

e
ho

w
 to

 u
se

 s
ig

ns
 to

 c
om

pa
re

 n
um

be
rs

ad
di

tio
n,

 s
ub

tr
ac

tio
n,

 m
ul

tip
lic

at
io

n,
 d

iv
is

io
n 

an
d 

de
ci

m
al

s 
ca

n 
be

 u
se

d 
in

 m
an

y 
ev

er
yd

ay
 s

itu
at

io
n

ho
w

 to
 a

dd
, s

ub
tr

ac
t, 

m
ul

tip
ly

 a
nd

 d
iv

id
e 

w
ho

le
 n

um
be

rs
 a

nd
 d

ec
im

al
s

m
ul

tip
lic

at
io

n 
fa

ct
s 

th
ro

ug
h 

to
 1

2,
 m

ul
tip

le
s 

of
 1

0,
 1

00
ca

lc
ul

at
or

s 
ca

n 
be

 u
se

d 
to

 c
he

ck
 e

st
im

at
ed

 c
al

cu
la

tio
ns

 q
ui

ck
ly

ho
w

 to
 r

ou
nd

 o
ff

 n
um

be
rs

 a
nd

 e
st

im
at

e 
so

lu
tio

ns
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r
ho

w
 to

 w
ri

te
 n

um
be

rs
 u

si
ng

 w
or

ds
.

w
he

re
 to

 f
in

d 
in

fo
rm

at
io

n
ho

w
 to

 f
ill

 o
ut

 f
or

m
s 

in
vo

lv
in

g 
m

on
ey

 (
bu

dg
et

s,
 in

co
m

e 
ta

x,
 o

rd
er

 f
or

m
s)

ho
w

 to
 a

dd
, s

ub
tr

ac
t, 

m
ul

tip
ly

 a
nd

 d
iv

id
e 

fr
ac

tio
ns

ho
w

 to
 c

on
ve

rt
 f

ra
ct

io
ns

 to
 d

ec
im

al
s 

an
d 

de
ci

m
al

s 
to

 f
ra

ct
io

ns
ho

w
 to

 r
ai

se
 a

nd
 r

ed
uc

e 
fr

ac
tio

ns
ho

w
 to

 c
ha

ng
e 

im
pr

op
er

 f
ra

ct
io

ns
 to

 w
ho

le
 n

um
be

rs

Su
gg

es
te

d
R

es
ou

rc
es

re
ci

pe
s,

 n
ew

sp
ap

er
s,

 s
ta

tis
tic

al
 in

fo
rm

at
io

n,
 m

ile
ag

e,
 s

ho
pp

in
g,

 m
ea

su
re

m
en

t (
tim

e,
 d

is
ta

nc
e,

 a
re

a,
 v

ol
um

e)

II
9

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k

L
A

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

B
as

ic
 O

pe
ra

tio
ns

 S
ki

lls

.;
4:

24 .
0 

; )
,.i

,
.

..
-4

'i.
...

; r
 ..

*
' .

c,
''

'
,

.

4.
1

N
i .

r;
.//

g
'f3

. i
l.

.,,
:

A
A

 .
1

*.
:1

4i
i.M

 I
'

.1

'
.

(2
d,

.1
,,,

. .
.

.,
.-

ak
,.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 c
al

cu
la

te
 p

er
ce

nt
ag

es
 f

ou
nd

 in
 e

ve
ry

da
y 

si
tu

at
io

ns
,

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 e

st
im

at
e,

 c
al

cu
la

te
 a

nd
 c

he
ck

 a
ns

w
er

s 
to

 q
ue

st
io

ns
 in

vo
lv

in
g 

pe
rc

en
ta

ge
s 

on
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
ex

pl
an

at
io

n 
is

 g
iv

en
 v

er
ba

lly
 a

nd
 in

 w
ri

tin
g 

to
 c

he
ck

 u
nd

er
st

an
di

ng
ca

lc
ul

at
or

 c
an

 b
e 

us
ed

 to
 c

he
ck

 s
ol

ut
io

ns
ex

te
nd

ed
 v

oc
ab

ul
ar

y 
pe

r 
ce

nt
 (

%
),

 in
te

re
st

, e
qu

iv
al

en
ts

, t
ax

 (
PS

T
,G

ST
),

 p
ie

 g
ra

ph
s

E
xa

m
pl

es
 -

 a
dd

 ta
x 

to
 p

ur
ch

as
es

, r
ep

or
t t

im
e 

sp
en

t o
n 

va
ri

ou
s 

ac
tiv

iti
es

 in
 p

er
 c

en
ts

K
no

w
le

dg
e

B
as

e
nu

m
be

rs
 a

re
 f

ou
nd

 in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
nu

m
be

rs
 c

on
ta

in
 in

fo
rm

at
io

n 
ab

ou
t o

ur
 e

nv
ir

on
m

en
t

ho
w

 to
 r

ea
d,

 w
ri

te
 a

nd
 o

rd
er

 n
um

be
rs

nu
m

be
r 

pl
ac

e 
va

lu
e

ho
w

 to
 u

se
 s

ig
ns

 to
 c

om
pa

re
 n

um
be

rs
ad

di
tio

n,
 s

ub
tr

ac
tio

n,
 m

ul
tip

lic
at

io
n,

 d
iv

is
io

n,
 d

ec
im

al
s 

an
d 

fr
ac

tio
ns

 c
an

 b
e 

us
ed

 in
 m

an
y 

ev
er

yd
ay

si
tu

at
io

ns
ho

w
 to

 a
dd

, s
ub

tr
ac

t, 
m

ul
tip

ly
 a

nd
 d

iv
id

e 
w

ho
le

 n
um

be
rs

, f
ra

ct
io

ns
 a

nd
 d

ec
im

al
s

ho
w

 to
 r

ou
nd

 o
ff

 n
um

be
rs

 a
nd

 e
st

im
at

e 
so

lu
tio

ns
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r
m

ul
tip

lic
at

io
n 

fa
ct

s 
th

ro
ug

h 
to

 1
2,

 m
ul

tip
le

s 
of

 1
0,

 1
00

ca
lc

ul
at

or
s 

ca
n 

be
 u

se
d 

to
 c

he
ck

 e
st

im
at

ed
 c

al
cu

la
tio

ns
 q

ui
ck

ly
ho

w
 to

 w
ri

te
 n

um
be

rs
 u

si
ng

 w
or

ds
.

w
he

re
 to

 f
in

d 
in

fo
rm

at
io

n
ho

w
 to

 f
ill

 o
ut

 f
or

m
s 

in
vo

lv
in

g 
nu

m
be

rs
ho

w
 to

 e
qu

at
e 

fr
ac

tio
ns

, d
ec

im
al

s 
an

d 
pe

r 
ce

nt
s

.

ho
w

 to
 f

in
d 

th
e 

pe
r 

ce
nt

 o
f 

a 
nu

m
be

r
ho

w
 to

 f
in

d 
a 

nu
m

be
r 

w
he

n 
a 

pe
r 

ce
nt

 o
r 

it 
is

 g
iv

en

Su
gg

es
te

d
R

es
ou

rc
es

ga
m

es
, f

ly
er

s,
 g

ra
ph

s,
 n

ew
sp

ap
er

s,
 m

ea
su

re
m

en
t

(t
im

e,
 d

is
ta

nc
e)

, i
nv

en
to

ri
es

, p
ay

 s
tu

bs
, s

ho
pp

in
g 

(t
ax

, i
nt

er
es

t, 
se

rv
ic

e 
ch

ar
ge

s)
, r

ec
ip

es
, i

nc
om

e 
ta

x 
fo

rm
s

)
12

1
0

14
,..

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
9

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

B
as

ic
 O

pe
ra

tio
ns

S
ki

lls

..

...
.i*

?'
0

. '
L

3'
.:

i.'
. ,

''l
i

I
t

'1
 n

r,
'"

.
,,P

,A
.4

-,
'+

.
s

st

'-`
lo

tle
' '

.1
.',

14
 I

4,
,

F1
14

.

,
. ,

r,
ttl

i.
1:

1.
si

-*
,

.1
4-

,1
54

11
?

:1
,

,:o
 ..

.iJ
;
''

.0
:\e

,.4
.

:,.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 u
se

 r
at

io
s 

fo
un

d 
in

 e
ve

ry
da

y
si

tu
at

io
ns

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 id

en
tif

y 
an

d 
ca

lc
ul

at
e 

ba
se

 r
at

io
 f

ro
m

 a
gi

ve
n 

pi
ec

e 
of

 in
fo

rm
at

io
n 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

H
ow

? 
ex

pl
an

at
io

n 
is

 g
iv

en
 v

er
ba

lly
 a

nd
 in

 w
ri

tin
g 

to
ch

ec
k 

un
de

rs
ta

nd
in

g
ca

lc
ul

at
or

 c
an

 b
e 

us
ed

 to
 c

he
ck

 s
ol

ut
io

ns
ex

te
nd

ed
 v

oc
ab

ul
ar

y 
ra

tio
 0

, r
at

e,
 b

as
e 

ra
te

E
xa

m
pl

es
- 

ap
pl

y 
th

e 
co

rr
ec

t r
at

io
 o

f 
ga

s 
to

 o
il 

fo
r

sm
al

l e
ng

in
es

, a
pp

ly
 th

e 
co

rr
ec

t r
at

io
 o

f 
co

ff
ee

 to
 w

at
er

fo
r 

pe
rk

ed
 c

of
fe

e

K
no

w
le

dg
e

B
as

e

nu
m

be
rs

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

nu
m

be
rs

 c
an

 b
e 

w
ri

tte
n 

us
in

g 
sy

m
bo

ls
 a

nd
w

or
ds

nu
m

be
rs

 c
on

ta
in

 in
fo

rm
at

io
n 

ab
ou

t o
ur

 e
nv

ir
on

m
en

t
ho

w
 to

 r
ea

d,
 w

ri
te

 a
nd

 o
rd

er
 n

um
be

rs
nu

m
be

r 
pl

ac
e 

va
lu

e
ho

w
 to

 u
se

 s
ig

ns
 to

 c
om

pa
re

 n
um

be
rs

ad
di

tio
n,

 s
ub

tr
ac

tio
n,

 m
ul

tip
lic

at
io

n,
 d

iv
is

io
n,

de
ci

m
al

s,
 f

ra
ct

io
ns

, p
er

 c
en

ts
 a

nd
 r

at
io

s 
ca

n 
be

 u
se

d 
in

 m
an

y
ev

er
yd

ay
 s

itu
at

io
ns

ho
w

 to
 a

dd
, s

ub
tr

ac
t, 

m
ul

tip
ly

 a
nd

 d
iv

id
e

w
ho

le
 n

um
be

rs
, f

ra
ct

io
ns

, d
ec

im
al

s 
an

d 
pe

r 
ce

nt
s

m
ul

tip
lic

at
io

n 
fa

ct
s 

th
ro

ug
h 

to
 1

2,
 m

ul
tip

le
s 

of
 1

0
an

d 
10

0
ca

lc
ul

at
or

s 
ca

n 
be

 u
se

d 
to

 c
he

ck
 e

st
im

at
ed

ca
lc

ul
at

io
ns

 q
ui

ck
ly

ho
w

 to
 r

ou
nd

 o
ff

 n
um

be
rs

 a
nd

 e
st

im
at

e
so

lu
tio

ns
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r
ho

w
 to

 w
ri

te
 n

um
be

rs
 u

si
ng

 w
or

ds
w

he
re

 to
 f

m
d 

in
fo

rm
at

io
n

ho
w

 to
 f

ill
 o

ut
 f

or
m

s 
in

vo
lv

in
g 

nu
m

be
rs

ho
w

 to
 e

qu
at

e 
fr

ac
tio

ns
, d

ec
im

al
s 

an
d 

pe
r 

ce
nt

s
ho

w
 to

 lo
ca

te
 a

nd
 c

al
cu

la
te

 b
as

ic
 r

at
io

s
ra

tio
s 

re
m

ai
n 

co
ns

ta
nt

 r
eg

ar
dl

es
s 

of
 th

e 
qu

an
tit

y
(1

: 3
 =

10
g:

 3
0g

 =
 1

kg
: 3

kg
)

Su
gg

es
te

d
R

es
ou

rc
es

re
ci

pe
s 

(d
ry

 a
nd

 w
et

 q
ua

nt
iti

es
),

 f
er

til
iz

er
s,

 h
ou

se
ho

ld
cl

ea
ne

rs
, o

il 
an

d 
w

at
er

 m
ix

tu
re

s,
 d

et
er

ge
nt

s,
 f

ro
ze

n 
ju

ic
e

12
3

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

10

12
4_

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

M
ea

su
re

m
en

t S
ki

lls
T

hi
s 

pa
th

 d
es

cr
ib

es
 m

ea
su

re
m

en
t s

ki
lls

 u
se

d 
in

 o
ur

da
ily

 a
ct

iv
iti

es
. A

ny
to

pi
c 

of
 in

te
re

st
 to

 th
e 

in
di

vi
du

al
 c

an
 b

e 
us

ed
.

''
', 

. ,
'..

- 
., 

'.
,.,

r"
--

--
:"

`
1,

-'
.1

:.:
 ,

.
,

.
:

:.

q,
i<

ii.
'e

lt1
A

`,
,ii

I.
,

,..
,,,

A
s

i

1:
:.:

:
.

'
; l

af
,

c

;.s
at

'"
'

,)
.'"

ki
,

.

,..
'4

N
*,

,
'4

,
:t.

''''
t1

'
i

,
.

4'
, 4

 5
7

`.
,..

r
c

iti
V

:',

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 id
en

tif
y 

m
ea

su
re

m
en

t c
on

ce
pt

s 
in

 h
is

/h
er

 e
nv

ir
on

m
en

t.
T

hi
s 

pe
rs

on
 c

an
 f

un
ct

io
n 

an
d 

op
er

at
e 

in
 s

itu
at

io
ns

 in
vo

lv
in

g 
th

e 
m

ea
su

re
m

en
t

of
 li

ne
ar

 d
is

ta
nc

e.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 id

en
tif

y 
si

tu
at

io
ns

 in
vo

lv
in

g 
m

ea
su

re
m

en
t i

n 
th

e 
en

vi
ro

nm
en

t
ov

er
 a

 p
er

io
d 

of
 ti

m
e

H
ow

? 
m

ea
su

re
m

en
t c

on
ce

pt
s 

su
ch

 a
s 

tim
e,

 w
ei

gh
t, 

di
st

an
ce

, v
ol

um
e 

an
d

ca
pa

ci
ty

 a
re

 f
ou

nd
 a

nd
 r

ep
or

te
d 

in
 a

t l
ea

st
 f

iv
e 

di
ff

er
en

t p
la

ce
s

E
xa

m
pl

es
 -

 lo
ca

te
 c

lo
ck

s,
 m

ea
su

ri
ng

 c
up

s,
 w

ei
gh

 s
ca

le
s 

in
 th

e 
nv

ir
on

m
en

t

W
ha

t?
 c

an
 a

cc
ur

at
el

y 
se

le
ct

, e
st

im
at

e,
 c

al
cu

la
te

 a
nd

 r
ep

or
t m

ea
su

re
m

en
ts

 o
f

lin
ea

r 
di

st
an

ce
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
un

its
 m

ay
 in

cl
ud

e 
in

ch
es

, f
ee

t, 
ya

rd
s,

 m
ile

, k
ilo

m
et

re
, m

et
re

, d
ec

im
et

er
,

ce
nt

im
et

re
, m

ill
im

et
re

to
ol

s 
m

ay
 in

cl
ud

e 
ya

rd
/ m

et
re

 s
tic

k,
 r

ul
er

, t
ap

e 
m

ea
su

re
, o

do
m

et
re

E
xa

m
pl

es
 -

 f
m

d 
th

e 
di

st
an

ce
 f

ro
m

 s
ch

oo
l t

o 
w

or
k

K
no

w
le

dg
e

B
as

e

m
ea

su
re

m
en

t c
on

ce
pt

s 
ar

e 
fo

un
d 

in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
m

ea
su

re
m

en
t u

ni
ts

 a
re

 u
se

d 
to

 g
at

he
r 

in
fo

rm
at

io
n 

ab
ou

t t
he

en
vi

ro
nm

en
t

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
co

nv
er

te
d 

fr
om

 im
pe

ri
al

 to
 m

et
ri

c 
an

d
fr

om
 m

et
ri

c 
to

 im
pe

ri
al

m
ea

su
re

m
en

t u
ni

ts
 h

av
ea

bb
re

vi
at

io
ns

m
ea

su
re

m
en

t c
on

ce
pt

s 
ar

e 
fo

un
d 

in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
m

ea
su

re
m

en
t u

ni
ts

 a
re

 u
se

d 
to

 g
at

he
r 

in
fo

rm
at

io
n 

ab
ou

t t
he

 e
nv

ir
on

m
en

t
m

ea
su

re
m

en
t u

ni
ts

 c
an

 b
e 

co
nv

er
te

d 
fr

om
 im

pe
ri

al
 to

 m
et

ri
c 

an
d 

fr
om

 m
et

ri
c

to
 im

pe
ri

al
m

ea
su

re
m

en
t u

ni
ts

 h
av

e 
ab

br
ev

ia
tio

ns
m

ea
su

re
m

en
t u

ni
ts

 c
an

 b
e 

ad
de

d,
 s

ub
tr

ac
te

d,
 m

ul
tip

lie
d 

an
d 

di
vi

de
d

m
et

ri
c 

un
its

 a
re

 b
as

ed
 o

n 
fa

ct
or

s 
of

 1
0

ho
w

 to
 a

pp
ly

 r
at

io
s

ho
w

 to
 e

st
im

at
e

,

ho
w

 to
 u

se
 a

 c
al

cu
la

to
r

Su
gg

es
te

d
R

es
ou

rc
es

tr
av

el
 b

ro
ch

ur
es

, a
tla

s,
 g

ra
ph

s,
 e

qu
ip

m
en

t/ 
ap

pl
ia

nc
es

, b
ui

ld
in

gs
, c

ha
rt

s,
 m

ap
s,

ev
en

t s
ch

ed
ul

es
, c

oo
kb

oo
ks

, f
oo

d 
co

nt
ai

ne
rs

, h
ou

se
ho

ld
cl

ea
ne

rs
, p

ri
ce

 li
st

s,
w

ea
th

er
 f

or
ec

as
ts

12
i

m
ap

s,
 b

ui
ld

in
gs

, f
ur

ni
tu

re
/ a

pp
lia

nc
es

, f
ab

ri
c,

 f
en

ci
ng

1 
9 

C
-.

.'

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
11

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

M
ea

su
re

m
en

t S
ki

lls

. P 
a 

:

:"
i

1
1.

11
.;

.
"

-.
:

;.'
 v

e_
.

.t'
k.

'
;:'

1
,

.
,..

.y
..:

.
.

il
t,

'
.

.4
41

. A
 .1

,..
.

e
,

.h
i.

'IL
.

+
'..

.

.
.:.

.
,. 

,:-
...

.
.

^.
,y

r
.4

'''
,t'

',!
s

tp
.

4
41

,,i
)1

4)
'"

f 
',7

,-
...

,
`)

1
r

1
,

..L
c

'`.
.';

,..
.f

t.
,

5t
Z

 1
,

1

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 f
un

ct
io

n 
an

d 
op

er
at

e 
in

 s
itu

at
io

ns
 in

vo
lv

in
g 

th
e 

m
ea

su
re

m
en

t
of

 w
ei

gh
t.

T
hi

s 
pe

rs
on

 c
an

 f
un

ct
io

n 
an

d 
op

er
at

e 
in

 s
itu

at
io

ns
 in

vo
lv

in
g 

liq
ui

d 
m

ea
su

re
s

of
 c

ap
ac

ity
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
ca

n 
se

le
ct

, e
st

im
at

e,
 c

al
cu

la
te

 a
nd

 r
ep

or
t m

ea
su

re
m

en
ts

 o
f 

w
ei

gh
t o

n 
fi

ve
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
un

its
 m

ay
 in

cl
ud

e 
ou

nc
es

, p
ou

nd
s,

 to
ns

, g
ra

m
s,

 k
ilo

gr
am

s
to

ol
s 

m
ay

 in
cl

ud
e 

sc
al

es
, s

po
on

s,
 b

ow
ls

, c
up

s,
 b

ot
tle

s,
 ja

rs

E
xa

m
pl

es
- 

se
le

ct
 n

ee
de

d 
am

ou
nt

s 
of

 m
ea

t f
ro

m
 a

 d
el

i, 
m

ea
su

re
w

ei
gh

t l
os

s 
or

 g
ai

n

W
ha

t?
 c

an
 s

el
ec

t, 
es

tim
at

e,
 c

al
cu

la
te

 a
nd

 r
ep

or
t m

ea
su

re
m

en
ts

 o
f 

liq
ui

d 
ca

pa
ci

ty

H
ow

? 
un

its
 m

ay
 in

cl
ud

e 
fl

ui
d 

ou
nc

es
, p

in
ts

, q
ua

rt
s,

 g
al

lo
ns

, l
itr

es
, m

ill
ili

tr
es

to
ol

s 
m

ay
 in

cl
ud

e 
sp

oo
ns

, c
up

s,
 b

ow
ls

, b
ot

tle
s,

 ja
rs

, j
ug

s,
 ta

nk
s

E
xa

m
pl

es
 -

 f
ill

 a
 g

as
 ta

nk
, a

dd
 m

ilk
 to

 a
 r

ec
ip

e

K
no

w
le

dg
e

B
as

e

m
ea

su
re

m
en

t r
- 

nc
ep

ts
 a

re
 f

ou
nd

 in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
m

ea
su

re
m

en
t u

ni
ts

 a
re

 u
se

d 
to

 g
at

he
r 

in
fo

rm
at

io
n 

ab
ou

t t
he

en
vi

ro
nm

en
t

.

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
co

nv
er

te
d 

fr
om

 im
pe

ri
al

 to
 m

et
ri

c 
an

d 
vi

ce
ve

rs
a

m
ea

su
re

m
en

t u
ni

ts
 h

av
e 

ab
br

ev
ia

tio
ns

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
ad

de
d,

 s
ub

tr
ac

te
d,

 m
ul

tip
lie

d 
an

d 
di

vi
de

d
m

et
ri

c 
un

its
 a

re
 b

as
ed

 o
n 

fa
ct

or
s 

of
 1

0
ho

w
 to

 a
pp

ly
 r

at
io

s
ho

w
 to

 e
st

im
at

e
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r

m
ea

su
re

m
en

t c
on

ce
pt

s 
ar

e 
fo

un
d 

in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
m

ea
su

re
m

en
t u

ni
ts

 a
re

 u
se

d 
to

 g
at

he
r 

in
fo

rm
at

io
n 

ab
ou

t t
he

en
vi

ro
nm

en
t

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
co

nv
er

te
d 

fr
om

 im
pe

ri
al

 to
 m

et
ri

c 
an

d 
fr

om
 m

et
ri

c
to

 im
pe

ri
al

m
ea

su
re

m
en

t u
ni

ts
 h

av
e 

ab
br

ev
ia

tio
ns

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
ad

de
d,

 s
ub

tr
ac

te
d,

 m
ul

tip
lie

d 
an

d 
di

vi
de

d
m

et
ri

c 
un

its
 a

re
 b

as
ed

 o
n 

fa
ct

or
s 

of
 1

0
ho

w
 to

 a
pp

ly
 r

at
io

s
ho

w
 to

 e
st

im
at

e
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r

Su
gg

es
te

d
R

es
ou

rc
es

sp
ic

es
, f

ru
it,

 v
eg

et
ab

le
s,

 s
ug

ar
, f

lo
ur

, b
ut

te
r,

 b
od

y 
m

as
s,

 lu
gg

ag
e,

 p
ar

ce
l, 

de
te

r-
ge

nt
, f

er
til

iz
er

, s
an

d,
 to

p 
so

il

w
at

er
, o

il,
 g

as
ol

in
e,

 m
ilk

, j
ui

ce
, v

in
eg

ar
, s

of
t d

ri
nk

s,
 ja

m
, s

ou
r 

cr
ea

m
, p

ie
 f

ill
in

g,
cl

ea
ne

rs
, w

in
ds

hi
el

d 
w

as
he

r 
fl

ui
d,

 li
qu

id
 s

oa
p

12
 -

I)

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
12

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

M
ea

su
re

m
en

t S
ki

lls

# 
.,,

..
# 

R
...

,
,..

., 
,,,

,..
,

.:.
t.,

,,,
,,,

,..
,.2

.4
.,,

,d
_i

 4
r 

i.
.,

Ii
ge

;V
::

.
tt.

.4
::t

't;
...

4
lk

..,
?.

.."
4
rs:'

e
I'

,
,

: 4

,,
, A

,
I

'
'

;
..

4
I

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 f
un

ct
io

n 
an

d 
op

er
at

e 
in

 s
itu

at
io

ns
 in

vo
lv

in
g 

th
e 

m
ea

su
re

m
en

t
of

 v
ol

um
e.

T
hi

s 
pe

rs
on

 c
an

 f
un

ct
io

n 
an

d 
op

er
at

e 
in

 s
itu

at
io

ns
 in

vo
lv

in
g 

th
e 

m
ea

su
re

m
en

t
of

 te
m

pe
ra

tu
re

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 s

el
ec

t, 
es

tim
at

e,
 c

al
cu

la
te

 w
ith

 f
or

m
ul

as
 a

nd
 r

ep
or

t t
he

 c
ol

um
n 

of
ge

om
et

ri
c 

so
lid

s 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
un

its
 m

ay
 in

cl
ud

e 
cu

bi
c 

in
ch

es
, c

ub
ic

 f
oo

t/ 
fe

et
, c

ub
ic

 y
ar

ds
fo

rm
ul

as
 m

ay
 in

cl
ud

e 
V

 s
3 

(c
ub

e)
, V

=
Iw

h 
(r

ec
ta

ng
ul

ar
 s

ol
id

),
 V

=
lw

h/
2

(t
ri

an
gu

la
r

so
lid

),
 V

--
--

45
12

h 
(c

yl
in

de
r)

E
xa

m
pl

es
 -

 c
al

cu
la

te
 th

e 
vo

lu
m

e 
of

 a
 ta

nk
 o

f 
w

at
er

 in
 a

 f
is

h 
ta

nk
, c

al
cu

la
te

 th
e

vo
lu

m
e 

of
 c

em
en

t m
ix

 n
ee

de
d 

to
 d

o 
a 

w
al

kw
ay

W
ha

t?
 c

an
 s

el
ec

t, 
es

tim
at

e,
 c

al
cu

la
te

 a
nd

 r
ep

or
t t

he
 m

ea
su

re
m

en
t o

f 
te

m
pe

ra
tu

re
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
un

its
 m

ay
 in

cl
ud

e 
fa

hr
en

he
it 

( 
F)

, C
el

si
us

 (
 C

),
 n

um
be

rs

(p
os

iti
ve

 a
nd

 n
eg

at
iv

e)
to

ol
s 

m
ay

 in
cl

ud
e 

th
er

m
om

et
er

s,
 s

to
ve

, f
ri

dg
e,

 f
re

ez
er

, f
ur

na
ce

, e
le

ct
ri

c 
he

at
er

s,
ai

r 
co

nd
iti

on
er

, f
an

s,
 s

no
w

, i
ce

, f
ir

e,
 c

an
dy

 th
er

m
om

et
er

E
xa

m
pl

es
 -

 c
ha

rt
 s

ea
so

na
l t

em
pe

ra
tu

re
 c

ha
ng

e,
 m

ea
su

re
 b

od
y 

te
m

pe
ra

tu
re

K
no

w
le

dg
e

B
as

e

m
ea

su
re

m
en

t c
on

ce
pt

s 
ar

e 
fo

un
d 

in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

liv
in

g
m

ea
su

re
m

en
t u

ni
ts

 a
re

 u
se

d 
to

 g
at

he
r 

in
fo

rm
at

io
n 

ab
ou

t t
he

en
vi

ro
nm

en
t

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
co

nv
er

te
d 

fr
om

 im
pe

ri
al

 to
 m

et
ri

c 
an

d
vi

ce
 v

er
sa

m
ea

su
re

m
en

t u
ni

ts
 h

av
e 

ab
br

ev
ia

tio
ns

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
ad

de
d,

 s
ub

tr
ac

te
d,

 m
ul

tip
lie

d 
an

d
di

vi
de

d
m

et
ri

c 
un

its
 a

re
 b

as
ed

 o
n 

fa
ct

or
s 

of
 1

0
ho

w
 to

 a
pp

ly
 r

at
io

s
ho

w
 to

 e
st

im
at

e
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r

m
ea

su
re

m
en

t c
on

ce
pt

s 
ar

e 
fo

un
d 

in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
m

ea
su

re
m

en
t u

ni
ts

 a
re

 u
se

d 
to

 g
at

he
r 

in
fo

rm
at

io
n 

ab
ou

t t
he

en
vi

ro
nm

en
t

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
co

nv
er

te
d 

fr
om

 im
pe

ri
al

 to
 m

et
ri

c 
an

d 
fr

om
m

et
ri

c 
to

 im
pe

ri
al

m
ea

su
re

m
en

t u
ni

ts
 h

av
e 

ab
br

ev
ia

tio
ns

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
ad

de
d,

 s
ub

tr
ac

te
d,

 m
ul

tip
lie

d 
an

d 
di

vi
de

d
m

et
ri

c 
un

its
 a

re
 b

as
ed

 o
n 

fa
ct

or
s 

of
 1

0
ho

w
 to

 a
pp

ly
 r

at
io

s
ho

w
 to

 e
st

im
at

e
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r

Su
gg

es
te

d
R

es
ou

rc
es

ro
om

, f
lo

w
er

 b
ed

, w
al

kw
ay

, f
ur

ni
tu

re
, f

en
ce

 p
os

t h
ol

es
,r

oo
fs

, c
ar

go
 b

ox
es

A
 L

t_
. _

1

w
ea

th
er

 f
or

ec
as

ts
, r

ec
ip

es
, f

ar
m

er
s 

al
m

an
ac

, n
ew

sp
ap

er
s

1 
J 

0

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
13

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

M
ea

su
re

m
en

t S
ki

lls

.t:
 .

1,
i,.

 t
0 

( 
..,

1
.

.

A
IP

O
c

. t
r2

,-
, i

::,
A

 '.
1,

-
'

.;
f 

1
:

,
W

11
1-

4X
rp

ri
 .,

,
e

.

;.
4.

 -
,

In
t:t

.
T

. e
,:.

l t
,'i

i:
A

ls
...

!!
.'e

. k
 tf

,ii
.ii

.?
;.

i.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 f
un

ct
io

n 
an

d 
op

er
at

e 
in

 s
itu

at
io

ns
 in

vo
lv

in
g 

th
e 

m
ea

su
re

m
en

t
of

 ti
m

e.
T

hi
s 

pe
rs

on
 c

an
 f

un
ct

io
n 

an
d 

op
er

at
e 

in
 s

itu
at

io
ns

 in
vo

lv
in

g 
a 

va
ri

et
y 

of
m

ea
su

re
m

en
t c

on
ce

pt
s.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 s

el
ec

t, 
es

tim
at

e,
 c

al
cu

la
te

 a
nd

 r
ep

or
t m

ea
su

re
m

en
ts

 o
f 

tim
e 

on
 f

iv
e

se
pa

ra
te

 o
cc

as
io

ns

H
ow

? 
un

its
 m

ay
 in

cl
ud

e 
se

co
nd

s,
 m

in
ut

es
, h

ou
rs

, d
ay

s,
 w

ee
ks

, m
on

th
s,

 y
ea

rs
,

de
ca

de
s,

 c
en

tu
ri

es
, t

im
e 

zo
ne

s
to

ol
s 

m
ay

 in
cl

ud
e 

24
 h

ou
r 

cl
oc

ks
, s

to
p 

w
at

ch
es

, w
ri

st
 w

at
ch

es
,

sc
he

du
le

s,
 c

al
en

da
rs

, a
tla

se
s,

 to
 d

o 
lis

ts
, t

el
ep

ho
ne

 b
ill

s

E
xa

m
pl

es
 -

 m
ak

e 
ca

r 
pa

ym
en

ts
 o

ve
r 

a 
ye

ar
, p

la
n 

a 
da

y 
tr

ip

W
ha

t?
 c

an
 s

el
ec

t, 
es

tim
at

e,
 u

se
 f

or
m

ul
as

 a
nd

 r
ep

or
t f

in
di

ng
s

H
ow

? 
un

its
 a

nd
 to

ol
s 

w
ill

 v
ar

y 
de

pe
nd

in
g 

on
 w

ha
t c

on
ce

pt
 is

 b
ei

ng
 m

ea
su

re
d

ex
pl

an
at

io
n 

is
 g

iv
en

 v
er

ba
lly

 a
nd

 in
 w

ri
tin

g 
to

 s
ho

w
 u

nd
er

st
an

di
ng

E
xa

m
pl

es
- 

co
ok

 a
 m

ea
l f

or
 6

 p
eo

pl
e,

 d
ec

or
at

e 
a 

ro
om

, t
ak

e 
a 

va
ca

tio
n

K
no

w
le

dg
e

B
as

e

m
ea

su
re

m
en

t c
on

ce
pt

s 
ar

e 
fo

un
d 

in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
m

ea
su

re
m

en
t u

ni
ts

 a
re

 u
se

d 
to

 g
at

he
r 

in
fo

rm
at

io
n 

ab
ou

t t
he

en
vi

ro
nm

en
t

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
co

nv
er

te
d 

fr
om

 im
pe

ri
al

 to
 m

et
ri

c 
an

d 
fr

om
m

et
ri

c 
to

 im
pe

ri
al

m
ea

su
re

m
en

t u
ni

ts
 h

av
e 

ab
br

ev
ia

tio
ns

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
ad

de
d,

 s
ub

tr
ac

te
d,

 m
ul

tip
lie

d 
an

d 
di

vi
de

d
m

et
ri

c 
un

its
 a

re
 b

as
ed

 o
n 

fa
ct

or
s 

of
 1

0
ho

w
 to

 a
pp

ly
 r

at
io

s
ho

w
 to

 e
st

im
at

e
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r

m
ea

su
re

m
en

t c
on

ce
pt

s 
ar

e 
fo

un
d 

in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
m

ea
su

re
m

en
t u

ni
ts

 a
re

 u
se

d 
to

 g
at

he
r 

in
fo

rm
at

io
n 

ab
ou

t t
he

en
vi

ro
nm

en
t

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
co

nv
er

te
d 

fr
om

 im
pe

ri
al

 to
 m

et
ri

c 
an

d 
fr

om
 m

et
ri

c
to

 im
pe

ri
al

m
ea

su
re

m
en

t u
ni

ts
 h

av
e 

ab
br

ev
ia

tio
ns

m
ea

su
re

m
en

t u
ni

ts
 c

an
 b

e 
ad

de
d,

 s
ub

tr
ac

te
d,

 m
ul

tip
lie

d 
an

d 
di

vi
de

d
m

et
ri

c 
un

its
 a

re
 b

as
ed

 o
n 

fa
ct

or
s 

of
 1

0
ho

w
 to

 a
pp

ly
 r

at
io

s
ho

w
 to

 e
st

im
at

e
ho

w
 to

 u
se

 a
 c

al
cu

la
to

r

Su
gg

es
te

d
R

es
ou

rc
es

13
 1

sp
or

ts
 e

ve
nt

s,
 w

or
k 

sc
he

du
le

s,
 d

ai
ly

/ w
ee

kl
y/

 m
on

th
ly

/ y
ea

rl
y 

pl
an

ne
rs

, t
ra

ve
l

br
oc

hu
re

s,
 r

ec
ip

es
, t

el
ep

ho
ne

/ w
at

er
/ h

yd
ro

 m
et

re
 b

ill
s

tr
av

el
 b

ro
ch

ur
es

, t
im

et
ab

le
s,

 p
ri

ce
 li

st
s,

 c
oo

kb
oo

ks
, m

ap
s,

 f
ur

ni
tu

re
 o

r 
bu

ild
in

g
pl

an
s,

 f
ab

ri
c 

pa
tte

rn
s,

 li
qu

id
 o

r 
dr

y 
pr

od
uc

ts
, n

ew
sp

ap
er

s,
 m

ag
az

in
es

, t
el

ev
is

io
n

pr
og

ra
m

s,
 b

oo
ks

, r
ep

or
ts

, p
la

nn
er

s

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
/4

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

T
ab

le
, C

ha
rt

 &
 G

ra
ph

 S
ki

lls
T

hi
s 

pa
th

 d
es

cr
ib

es
 ta

bl
e,

 c
ha

rt
 a

nd
 g

ra
ph

 s
ki

lls
 u

se
d 

in
 o

ur
 d

ai
ly

ac
tiv

iti
es

. A
ny

 to
pi

c 
of

 in
te

re
st

 to
 th

e 
in

di
vi

du
al

 c
an

 b
e 

us
ed

.

i

.
.1

,:i
r,

,,k
;1

1t
.V

it'

1V
:::

:'i
:.,

...
..

:4
:.1

,1
. .

0
f

.
,

r
''.

..,
.

:
.

:li
t '

:,
.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 f
in

d 
in

fo
rt

ha
tio

n 
in

 s
im

pl
e,

 e
ve

ry
da

y 
ta

bl
es

, c
ha

rt
s

an
d 

gr
ap

hs
.

T
hi

s 
pe

rs
on

 c
an

 d
ra

w
 a

 s
im

pl
e 

ta
bl

e,
 c

ha
rt

 a
nd

 g
ra

ph
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 f

in
d 

an
d 

re
po

rt
 o

ne
 p

ie
ce

 o
f 

in
fo

rm
at

io
n 

in
 a

 ta
bl

e,
 a

 c
ha

rt
 a

nd
 a

 g
ra

ph
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
ta

bl
es

 I
 h

av
e 

on
e 

to
 tw

o 
co

lu
m

ns
gr

ap
hs

 h
av

e 
tw

o 
va

ri
ab

le
s

pi
e 

ch
ar

ts
 h

av
e 

up
 to

 f
ou

r 
di

vi
si

on
s

E
xa

m
pl

e 
- 

fi
nd

 th
e 

av
er

ag
e 

w
ei

gh
t f

or
 y

ou
r 

he
ig

ht
 a

nd
 a

ge
, f

in
d 

ou
t h

ow
 m

an
y

pe
op

le
 li

ve
 in

 O
nt

ar
io

W
ha

t?
 c

an
 g

at
he

r 
in

fo
rm

at
io

n 
an

d 
re

po
rt

 f
in

di
ng

s 
us

in
g 

ta
bl

e,
 c

ha
rt

 a
nd

 g
ra

ph
fo

rm
at

s 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
ta

bl
es

 h
av

e 
tw

o 
co

lu
m

ns
gr

ap
hs

 h
av

e 
tw

o 
va

ri
ab

le
s

ch
ar

ts
 h

av
e 

fo
ur

 d
iv

is
io

ns
ap

pr
ox

im
at

e 
nu

m
be

rs
 c

an
 b

e 
us

ed

E
xa

m
pl

es
 -

 d
ra

w
 a

 g
ra

ph
 o

r 
ch

ar
t t

o 
sh

ow
 th

e 
nu

m
be

r 
of

 f
em

al
es

 a
nd

 m
al

es
in

 a
 r

oo
m

K
no

w
le

dg
e

B
as

e
ta

bl
es

, c
ha

rt
s 

an
d 

gr
ap

hs
 c

an
 b

e 
fo

un
d 

in
 e

ve
ry

da
y 

si
tu

at
io

ns
ta

bl
es

, c
ha

rt
s 

an
d 

gr
ap

hs
 c

on
ta

in
 in

fo
rm

at
io

n
a 

ta
bl

e 
is

 a
 li

st
in

g 
of

 n
um

be
rs

 a
rr

an
ge

d 
in

 r
ow

s 
an

d 
co

lu
m

ns
ta

bl
es

 a
re

 u
se

d 
to

 s
ho

w
 h

ow
 o

ne
 n

um
be

r 
re

la
te

s 
to

 s
om

et
hi

ng
 e

ls
e

pi
e 

ch
ar

ts
 a

re
 d

iv
id

ed
 in

to
 p

ie
ce

s 
to

 s
ho

w
 p

or
tio

ns
 o

f 
a 

w
ho

le
 a

m
ou

nt
pi

ct
ur

e 
gr

ap
hs

 u
se

 p
ic

tu
re

s 
an

d 
le

ge
nd

s 
to

 s
ho

w
 n

um
be

r 
am

ou
nt

s
ba

r 
gr

ap
hs

 u
se

 v
er

tic
al

 o
r 

ho
ri

zo
nt

al
 b

ar
s 

to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

lin
e 

gr
ap

hs
 u

se
 p

oi
nt

s 
w

ith
 c

on
ne

ct
in

g 
lin

es
 to

 s
ho

w
 n

um
be

r 
am

ou
nt

s
ho

w
 to

 f
in

d 
ne

ed
ed

 in
fo

rm
at

io
n

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

 c
an

 b
e 

fo
un

d 
in

 e
ve

ry
da

y 
si

tu
at

io
ns

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

 c
on

ta
in

 in
fo

rm
at

io
n

a 
ta

bl
e 

is
 a

 li
st

in
g 

of
 n

um
be

rs
 a

rr
an

ge
d 

in
 r

ow
s 

an
d 

co
lu

m
ns

ta
bl

es
 a

re
 u

se
d 

to
 s

ho
w

 h
ow

 o
ne

 n
um

be
r 

re
la

te
s 

to
 s

om
et

hi
ng

 e
ls

e
pi

e 
ch

ar
ts

 a
re

 d
iv

id
ed

 in
to

 p
ie

ce
s 

to
 s

ho
w

 p
or

tio
ns

 o
f 

a 
w

ho
le

 a
m

ou
nt

pi
ct

ur
e 

gr
ap

hs
 u

se
 p

ic
tu

re
s 

an
d 

le
ge

nd
s 

to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

ba
r 

gr
ap

hs
 u

se
 v

er
tic

al
 o

r 
ho

ri
zo

nt
al

 b
ar

s 
to

 s
ho

w
 n

um
be

r 
am

ou
nt

s
lin

e 
gr

ap
hs

 u
se

 p
oi

nt
s 

w
ith

 c
on

ne
ct

in
g 

lin
es

 to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

w
he

re
 a

nd
 h

ow
 to

 f
in

d 
ne

ed
ed

 in
fo

rm
at

io
n

ho
w

 to
 s

or
t a

nd
 c

la
ss

if
y 

in
fo

rm
at

io
n

ho
w

 to
 e

st
im

at
e 

am
ou

nt
s

ho
w

 to
 r

ou
nd

 o
ff

 n
um

be
rs

ho
w

 to
 c

on
st

ru
ct

 a
 ta

bl
e,

 c
ha

rt
 o

r 
gr

ap
h

ho
w

 to
 c

al
cu

la
te

 a
nd

 p
lo

t r
es

ul
ts

Su
gg

es
te

d
R

es
ou

rc
es

pr
ic

e 
lis

ts
, t

ra
ve

l s
ch

ed
ul

es
, p

ro
gr

es
s 

re
po

rt
s,

 n
ut

ri
en

t v
al

ue
 li

st
s,

 n
ew

sp
ap

er
s,

fl
ye

rs
, b

ud
ge

t f
or

m
s,

 in
ve

nt
or

y 
sh

ee
ts

, w
or

k 
or

de
rs

/s
ch

ed
ul

es
ho

m
e,

 w
or

k,
 s

ch
oo

l, 
ch

ur
ch

, s
po

rt
s,

 f
am

ily
, f

ri
en

ds
, c

lu
bs

, t
ra

ve
l, 

tr
an

sp
or

ta
tio

n,
sh

op
pi

ng
, p

ol
iti

cs
, b

oo
ks

, m
ag

az
in

es
, n

ew
sp

ap
er

s,
 te

le
vi

si
on

_L
2,

1

1.
33

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
15

N
ov

em
be

r 
19

93



N
um

er
ac

y 
Pa

th
s

T
ab

le
, C

ha
rt

 &
 G

ra
ph

 S
ki

lls

#3
(

k.
.!

..,
.

,'
. #

4
,,,

I.
!

i
?,

j,
:-

...
i

Iii

Sk
ill

T
hi

s 
pe

rs
on

ca
n 

re
po

rt
 in

fo
rm

at
io

n 
fo

un
d 

in
 e

xp
an

de
d 

ta
bl

es
, c

ha
rt

s
an

d 
gr

ap
hs

.

.

T
hi

s 
pe

rs
on

 c
an

 c
on

st
ru

ct
 e

xp
an

de
d 

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 f

in
d 

an
d 

re
po

rt
 a

t l
ea

st
 th

re
e 

pi
ec

es
 o

f 
in

fo
rm

at
io

n 
us

in
g 

ta
bl

es
,

ch
ar

ts
 a

nd
 g

ra
ph

s 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
ta

bl
es

 h
av

e 
th

re
e 

to
 f

ou
r 

co
lu

m
ns

ch
ar

ts
 h

av
e 

fi
ve

 to
 e

ig
ht

 d
iv

is
io

ns
gr

ap
hs

 h
av

e 
at

 le
as

t t
w

o 
va

ri
ab

le
s 

an
d 

fo
ur

 to
 e

ig
ht

 r
ep

or
ts

E
xa

m
pl

es
 -

 f
in

d 
th

e 
ar

ri
va

l a
nd

 d
ep

ar
tu

re
 ti

m
es

 f
or

 tr
ai

ns
 a

nd
 b

us
es

, f
in

d 
th

e
pr

od
uc

tio
n 

ra
te

s 
fo

r 
a 

m
on

th
/ y

ea
r 

to
 s

ho
w

 h
ow

 w
el

l a
 g

ro
up

 w
or

ks
 to

ge
th

er

W
ha

t?
 c

an
 a

cc
ur

at
el

y 
ga

th
er

 d
at

a,
 e

st
im

at
e 

fi
nd

in
gs

 a
nd

 c
on

st
ru

ct
 ta

bl
es

, c
ha

rt
s

an
d 

gr
ap

hs
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

H
ow

? 
ta

bl
es

 h
av

e 
th

re
e 

to
 f

ou
r 

co
lu

m
ns

ch
ar

ts
 h

av
e 

fi
ve

 to
 e

ig
ht

 d
iv

is
io

ns
gr

ap
hs

 h
av

e 
at

 le
as

t t
w

o 
va

ri
ab

le
s 

an
d 

fo
ur

 to
 e

ig
ht

 r
ep

or
ts

ro
un

de
d 

va
lu

es
 m

ay
 b

e 
us

ed

E
xa

m
pl

es
 -

 w
ri

te
 a

 h
om

e 
ch

or
e 

sc
he

du
le

 to
 g

et
 r

ea
dy

 f
or

 a
 p

ar
ty

 u
si

ng
 ta

bl
es

,
ch

ar
ts

 o
r 

gr
ap

hs
.

K
no

w
le

dg
e

B
as

e

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

 c
an

 b
e 

fo
un

d 
in

 e
ve

ry
da

y 
si

tu
at

io
ns

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

 c
on

ta
in

 in
fo

rm
at

io
n

a 
ta

bl
e 

is
 a

 li
st

in
g 

of
 n

um
be

rs
 a

rr
an

ge
d 

in
 r

ow
s 

an
d 

co
lu

m
ns

ta
bl

es
 a

re
 u

se
d 

to
 s

ho
w

 h
ow

 o
ne

 n
um

be
r 

re
la

te
s 

to
 s

om
et

hi
ng

 e
ls

e
pi

e 
ch

ar
ts

 a
re

 d
iv

id
ed

 in
to

 p
ie

ce
s 

to
 s

ho
w

 p
or

tio
ns

 o
f 

a 
w

ho
le

 a
m

ou
nt

pi
ct

ur
e 

gr
ap

hs
 u

se
 p

ic
tu

re
s 

an
d 

le
ge

nd
s 

to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

ba
r 

gr
ap

hs
 u

se
 v

er
tic

al
 o

r 
ho

ri
zo

nt
al

 b
ar

s 
to

 s
ho

w
 n

um
be

r 
am

ou
nt

s
lin

e 
gr

ap
hs

 u
se

 p
oi

nt
s 

w
ith

 c
on

ne
ct

in
g 

lin
es

 to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

w
he

re
 a

nd
 h

ow
 to

 f
in

d 
ne

ed
ed

 in
fo

rm
at

io
n

ho
w

 to
 s

or
t a

nd
 c

la
ss

if
y 

in
fo

rm
at

io
n

ho
w

 to
 e

st
im

at
e 

am
ou

nt
s 

an
d 

ro
un

d 
of

f 
nu

m
be

rs
ho

w
 to

 c
on

st
ru

ct
 a

 ta
bl

e/
ch

ar
t/g

ra
ph

 a
nd

 h
ow

 to
 c

al
cu

la
te

/p
lo

t r
es

ul
ts

ho
w

 to
 b

re
ak

 d
ow

n 
in

fo
rm

at
io

n 
in

to
 s

m
al

l m
an

ag
ea

bl
e 

un
its

ho
w

 to
 s

um
m

ar
iz

e 
in

fo
rm

at
io

n

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

 c
an

 b
e 

fo
un

d 
in

 e
ve

ry
da

y 
si

tu
at

io
ns

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

 c
on

ta
in

 in
fo

rm
at

io
n

a 
ta

bl
e 

is
 a

 li
st

in
g 

of
 n

um
be

rs
 a

rr
an

ge
d 

in
 r

ow
s 

an
d 

co
lu

m
ns

ta
bl

es
 a

re
 u

se
d 

to
 s

ho
w

 h
ow

 o
ne

 n
um

be
r 

re
la

te
s 

to
 s

om
et

hi
ng

 e
ls

e
pi

e 
ch

ar
ts

 a
re

 d
iv

id
ed

 in
to

 p
ie

ce
s 

to
 s

ho
w

 p
or

tio
ns

 o
f 

a 
w

ho
le

 a
m

ou
nt

pi
ct

ur
e 

gr
ap

hs
 u

se
 p

ic
tu

re
s 

an
d 

le
ge

nd
s 

to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

ba
r 

gr
ap

hs
 u

se
 v

er
tic

al
 o

r 
ho

ri
zo

nt
al

 b
ar

s 
to

 s
ho

w
 n

um
be

r 
am

ou
nt

s
lin

e 
gr

ap
hs

 u
se

 p
oi

nt
s 

w
ith

 c
on

ne
ct

in
g 

lin
es

 to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

w
he

re
 a

nd
 h

ow
 to

 f
in

d 
ne

ed
ed

 in
fo

rm
at

io
n

ho
w

 to
 s

or
t a

nd
 c

la
ss

if
y 

in
fo

rr
na

tio
'n

ho
w

 to
 e

st
im

at
e 

am
ou

nt
s 

an
d 

ro
un

d 
of

f 
nu

m
be

rs
ho

w
 to

 c
on

st
ru

ct
 a

 ta
bl

e/
ch

ar
t/g

ra
ph

 a
nd

 h
ow

 to
 c

al
cu

la
te

/p
lo

t r
es

ul
ts

.

ho
w

 to
 b

re
ak

 d
ow

n 
in

fo
rm

at
io

n 
in

to
 s

m
al

l m
an

ag
ea

bl
e 

un
its

ho
w

 to
 s

um
m

ar
iz

e 
in

fo
rm

at
io

n
ho

w
 to

 u
se

 le
ge

nd
s

Su
gg

es
te

d
R

es
ou

rc
es

or
ga

ni
za

tio
na

l c
ha

rt
s,

 p
ro

du
ct

io
n 

sc
he

du
le

s,
 tr

av
el

 s
ch

ed
ul

es
, w

ea
th

er
 c

ha
rt

s,
pl

an
ne

rs
, b

ud
ge

ts
, i

nt
er

es
t r

at
e 

ta
bl

es
, p

op
ul

at
io

n 
ch

ar
ts

 o
r 

gr
ap

hs
tim

et
ab

le
s,

 p
ri

ce
 li

st
s,

 w
or

k 
sc

he
du

le
s,

 h
ei

gh
t a

nd
 w

ei
gh

t c
ha

rt
s,

 e
m

pl
oy

m
en

t
ra

te
s,

 p
ro

gr
es

s 
re

po
rt

s,
 c

ri
m

e 
ra

te
s,

 c
en

su
s 

in
fo

rm
at

io
n,

 o
pi

ni
on

 p
ol

ls
, i

nt
er

es
t

ra
te

s,
 ta

x 
ch

ar
ts

13 &
is

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
16

13
a

N
ov

em
be

r 
1.

99
3



N
um

er
ac

y 
P

at
hs

T
ab

le
 C

ha
rt

 &
 G

ra
ph

 S
ki

lls

'.
..,

,
,,.

,.,
.,

,
,

>
,

.:.
,

.1 _1
4C

-
.t

f.

.C
.

°
.

.6
1#

T
ei

,
..

",
: i

ff
l''

''
'4

'1
=

=
. j

 w
: t

Il
.';

c
.

i-z
.ti

i.:
-,

1-
- 

-I

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 u
se

 a
 v

ar
ie

ty
 o

f 
gr

ap
hi

ca
l t

ex
ts

 to
 p

re
se

nt
 in

fo
rm

at
io

n 
fo

r 
a

sp
ec

if
ic

 p
ur

po
se

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 u

se
 g

ra
ph

ic
al

 te
xt

s 
to

 g
iv

e 
ne

ed
ed

 in
fo

rm
at

io
n 

to
 o

th
er

s 
on

 f
iv

e
se

pa
ra

te
 o

cc
as

io
ns

H
ow

? 
ba

ck
gr

ou
nd

 m
at

er
ia

l i
s 

ap
pr

op
ri

at
e,

 d
at

a 
is

 lo
gi

ca
lly

 e
xp

la
in

ed
, c

on
cl

us
io

ns
ar

e 
va

lid
co

ns
tr

uc
te

d 
gr

ap
hi

ca
l t

ex
ts

 a
re

 a
pp

ro
pr

ia
te

 a
nd

 a
cc

ur
at

e
re

po
rt

 is
 g

iv
en

 (
re

ly
 o

r 
in

 w
ri

tin
g

E
xa

m
pl

es
 -

 s
ho

w
 s

ur
ve

y 
re

su
lts

,s
up

po
rt

 a
n 

ar
gu

m
en

t, 
m

ak
e 

an
 in

ve
st

m
en

t

K
no

w
le

dg
e

B
as

e

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

 c
an

 b
e 

fo
un

d 
in

 e
ve

ry
da

y 
si

tu
at

io
ns

ta
bl

es
, c

ha
rt

s 
an

d 
gr

ap
hs

 c
on

ta
in

 in
fo

rm
at

io
n

a 
ta

bl
e 

is
 a

 li
st

in
g 

of
 n

um
be

rs
 a

rr
an

ge
d 

in
 r

ow
s 

an
d 

co
lu

m
ns

ta
bl

es
 a

re
 u

se
d 

to
 s

ho
w

 h
ow

 o
ne

 n
um

be
r 

re
la

te
s 

to
 s

om
et

hi
ng

 e
ls

e
pi

e 
ch

ar
ts

 a
re

 d
iv

id
ed

 in
to

 p
ie

ce
s 

to
 s

ho
w

 p
or

tio
ns

 o
f 

a 
w

ho
le

 a
m

ou
nt

pi
ct

ur
e 

gr
ap

hs
 u

se
 p

ic
tu

re
s 

an
d 

le
ge

nd
s 

to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

ba
r 

gr
ap

hs
 u

se
 v

er
tic

al
 o

r 
ho

ri
zo

nt
al

 b
ar

s 
to

 s
ho

w
 n

um
be

r 
am

ou
nt

s
lin

e 
gr

ap
hs

 u
se

 p
oi

nt
s 

w
ith

 c
on

ne
ct

in
g 

lin
es

 to
 s

ho
w

 n
um

be
r 

am
ou

nt
s

w
he

re
 a

nd
 h

ow
 to

 f
in

d 
ne

ed
ed

 in
fo

rm
at

io
n

ho
w

 to
 s

or
t a

nd
 c

la
ss

if
y 

in
fo

rm
at

io
n

ho
w

 to
 e

st
im

at
e 

am
ou

nt
s 

an
d 

ro
un

d 
of

f 
nu

m
be

rs
ho

w
 to

 c
on

st
ru

ct
 a

 ta
bl

e/
ch

ar
t/g

ra
ph

 a
nd

 h
ow

 to
 c

al
cu

la
te

/p
lo

t r
es

ul
ts

ho
w

 to
 b

re
ak

 d
ow

n 
in

fo
rm

at
io

n 
in

to
 s

m
al

l m
an

ag
ea

bl
e 

un
its

ho
w

 to
 s

um
m

ar
iz

e 
in

fo
rm

at
io

n
ho

w
 to

 u
se

 le
ge

nd
s

'

Su
gg

es
te

d
R

es
ou

rc
es

a 
va

ri
et

y 
of

 e
xi

st
in

g 
ta

bl
es

, c
ha

rt
s,

 g
ra

ph
s 

an
d 

m
ap

s 
ca

n 
be

 f
ou

nd
 in

 b
oo

ks
,

ne
w

sp
ap

er
s,

 m
ag

az
in

es
, o

n 
te

le
vi

si
on

, a
t t

ra
ve

l d
ep

ot
s 

an
d 

in
 r

es
ou

rc
e 

ce
nt

re
s

1:
:n

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
17

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

G
eo

m
et

ry
 S

ki
lls

T
hi

s 
pa

th
 d

es
cr

ib
es

 g
eo

m
et

ry
 s

ki
lls

 u
se

d
in

 o
ur

 d
ai

ly
 a

ct
iv

iti
es

.
A

ny
 to

pi
c 

of
 in

te
re

st
 to

 th
e 

in
di

vi
du

al
 c

an
be

 u
se

d.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 r
ec

og
ni

ze
 a

nd
 c

om
pa

re
 s

ha
pe

s 
in

th
ei

r 
en

vi
ro

nm
en

t.
T

hi
s 

pe
rs

on
 c

an
 id

en
tif

y 
an

d 
m

ea
su

re
 th

e 
di

m
en

si
on

s 
of

sh
ap

es
 (

2D
 &

 3
D

).

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 f

in
d,

 la
be

l a
nd

 c
om

pa
re

 s
ha

pe
s 

in
 th

e
en

vi
ro

nm
en

t o
ve

r 
a 

pe
ri

od
 o

f

tim
e

H
ow

? 
2-

di
m

en
si

on
al

 s
ha

pe
s 

in
cl

ud
e 

ci
rc

le
s,

 s
qu

ar
es

,r
ec

ta
ng

le
s,

 p
ar

al
le

lo
gr

am
s,

tr
ap

ez
oi

ds
 a

nd
 tr

ia
ng

le
s

3-
di

m
en

si
on

al
 s

ha
pe

s 
in

cl
ud

e 
cu

be
s,

 r
ec

ta
ng

ul
ar

 s
ol

id
s,

tr
ia

ng
ul

ar
 s

ol
id

s 
an

d

cy
lin

de
rs

co
m

pa
ri

so
ns

 m
ay

 b
e 

2D
 v

s.
 3

D
, 3

id
ed

 v
s.

 4
 id

ed
 s

ha
pe

s

E
xa

m
pl

e 
- 

lo
ca

te
 s

ha
pe

s 
of

 ta
bl

ec
lo

th
s,

 lo
ca

te
 s

ha
pe

s
fo

un
d 

on
 a

 h
ou

se

W
ha

t?
 c

an
 s

el
ec

t a
nd

 c
al

cu
la

te
 d

im
en

si
on

s 
of

 s
ha

pe
s 

(A
=

ar
ea

,W
vo

lu
m

e,
D

=
di

am
et

er
 a

nd
 C

=
ci

rc
um

fe
re

nc
e)

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

H
ow

? 
ex

pl
an

at
io

n 
of

 w
or

k 
sh

ou
ld

 b
e 

ve
rb

al
 a

nd
 in

 w
ri

tin
g 

to
sh

ow
 u

nd
er

st
an

di
ng

sh
ap

es
 m

ay
 in

cl
ud

e 
2D

 (
pl

an
es

) 
an

d 
3D

 (
so

lid
s)

fo
rm

ul
as

 f
or

 a
re

a 
an

d 
vo

lu
m

e 
w

ill
 d

ep
en

d 
on

 s
ha

pe
 to

 b
e 

m
ea

su
re

d.
O

th
er

s 
in

cl
ud

e 
C

=
 th

e 
di

st
an

ce
 a

ro
un

d 
a 

ci
rc

le
, D

i=
 th

e
di

st
an

ce
 f

ro
m

 o
ne

 s
id

e

to
 a

no
th

er
 th

ro
ug

h 
th

e 
m

id
dl

e
un

its
 o

fm
ea

su
re

m
en

t m
ay

 in
cl

ud
e 

in
., 

ft
., 

yd
., 

m
i.,

 m
m

.,d
rn

.,c
m

.,m
.,k

m
.

E
xa

m
pl

es
 -

 m
ea

su
re

 f
or

 w
al

lp
ap

er
, m

ea
su

re
 f

or
 f

en
ce

 h
ol

es

K
no

w
le

dg
e

B
as

e

ge
om

et
ri

c 
sh

ap
es

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
liv

in
g

tw
o 

di
m

en
si

on
al

 s
ha

pe
s 

(c
al

le
d 

pl
an

es
)

ha
ve

 a
 le

ng
th

 a
nd

w
id

th
 w

hi
ch

 c
an

 b
e 

m
ea

su
re

d
th

re
e 

di
m

en
si

on
al

 s
ha

pe
s 

(c
al

le
d 

so
lid

s)
 h

av
e 

a 
le

ng
th

,w
id

th
an

d 
he

ig
ht

 w
hi

ch
 c

an
 b

e 
m

ea
su

re
d

pr
op

er
tie

s 
of

 s
ha

pe
s 

(i
.e

. #
 o

f 
si

de
s,

 s
ur

fa
ce

s)

Su
gg

es
te

d
R

es
ou

rc
es

bu
ild

in
gs

, f
ur

ni
tu

re
, d

ec
or

at
io

ns
, t

ra
ff

ic
 s

ig
ns

, p
os

te
rs

, b
oo

ks
,m

ag
az

in
es

,
ap

pl
ia

nc
es

, c
lo

th
in

g,
 f

ab
ri

c,
 c

oo
ki

ng
 u

te
ns

ils
, m

od
es

 o
ft

ra
ns

po
rt

at
io

n,
 g

ra
ph

s,

fo
od

, n
at

ur
e

ge
om

et
ri

c 
sh

ap
es

 a
re

 f
ou

nd
 in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

ge
om

et
ry

 d
ea

ls
 w

ith
 th

e 
m

ea
su

re
m

en
t o

f 
lin

es
, a

ng
le

s
an

d 
sh

ap
es

tw
o 

di
m

en
si

on
al

 s
ha

pe
s 

(c
al

le
d 

pl
an

es
 )

 h
av

e 
le

ng
th

an
d 

w
id

th
 w

hi
ch

ca
n 

be
 m

ea
su

re
d

th
re

e 
di

m
en

si
on

al
 s

ha
pe

s 
(c

al
le

d 
so

lid
s 

) 
ha

ve
 a

 le
ng

th
,

w
id

th
 a

nd

he
ig

ht
 w

hi
ch

 c
an

 b
e 

m
ea

su
re

d
pr

op
er

tie
s 

of
 s

ha
pe

s 
(i

.e
. #

 o
f 

si
de

s,
 s

ur
fa

ce
s)

ho
w

 to
 c

al
cu

la
te

 u
si

ng
 b

as
ic

 o
pe

ra
tio

ns
 (

or
de

r 
of

 o
pe

ra
tio

ns
)

ho
w

 to
 u

se
 im

pe
ri

al
 a

nd
 m

et
ri

c 
un

its
 o

f 
m

ea
su

re
ho

w
 to

 u
se

 f
or

m
ul

as
ho

w
 to

 e
st

im
at

e 
an

d 
ch

ec
k 

w
or

k 
us

in
g 

a 
ca

lc
ul

at
or

w
al

lp
ap

er
, c

ur
ta

in
s,

 b
lin

ds
, p

ai
nt

, b
or

de
rs

, w
oo

d,
 c

on
cr

et
e,

 c
em

en
t

bl
oc

ks
, b

ri
ck

s,
fa

br
ic

, p
ic

tu
re

s,
 r

oo
m

s,
 w

he
el

s,
 c

ra
ft

 s
up

pl
ie

s,
 p

ro
pe

rt
y 

(b
ui

ld
in

gs
,y

ar
ds

,

ga
rd

en
s,

 f
ie

ld
s)

13
u

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
18

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

G
eo

m
et

ry
 S

ki
lls

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 w
or

k 
w

ith
 a

ng
le

s 
an

d 
lin

es
 f

ou
nd

 in
 d

ai
ly

 a
ct

iv
iti

es
.

T
hi

s 
pe

rs
on

 c
an

 u
nd

er
st

an
d 

an
d 

us
e 

sc
al

ed
 d

ra
w

in
gs

 f
ou

nd
 in

 d
ai

ly
 a

ct
iv

iti
es

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 a

cc
ur

at
el

y 
id

en
tif

y 
ty

pe
s 

of
 a

ng
le

s 
or

 li
ne

s,
 u

se
 a

pp
ro

pr
ia

te
 m

ea
su

r-
in

g 
to

ol
s 

an
dc

al
cu

la
te

 th
e 

va
lu

e 
of

 a
ng

le
s 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

H
ow

? 
ex

pl
an

at
io

n 
is

 g
iv

en
 v

er
ba

lly
 a

nd
 in

 w
ri

tin
g 

to
 c

he
ck

 u
nd

er
st

an
di

ng
ty

pe
s 

of
 a

ng
le

s 
m

ay
 in

cl
ud

e 
st

ra
ig

ht
 a

ng
le

s 
(1

80
 )

,r
ig

ht
 a

ng
le

s 
(9

0 
)

lin
es

 m
ay

 b
e 

pa
ra

lle
l o

r 
pe

rp
en

di
cu

la
r

un
it 

of
 m

ea
su

re
 is

 d
eg

re
es

 (
ra

ng
in

g 
fr

om
 0

 to
 3

60
 )

m
ea

su
re

m
en

t t
oo

ls
 m

ay
 in

cl
ud

e 
pr

ot
ra

ct
or

s,
 c

om
pa

ss
es

 a
nd

 r
ul

er
s

E
xa

m
pl

es
 -

bu
ild

 a
 d

og
 h

ou
se

, m
ak

e 
a 

cr
af

t

W
ha

t?
 c

an
 a

cc
ur

at
el

y 
id

en
tif

y,
 r

ea
d 

an
d 

ap
pl

y 
sc

al
ed

 d
ra

w
in

gs
 to

 d
ai

ly
 a

ct
iv

iti
es

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

H
ow

? 
ex

pl
an

at
io

n 
of

 h
ow

 s
ca

le
d 

dr
aw

in
gs

 a
re

 a
pp

lie
d 

is
 b

ot
h 

ve
rb

al
 a

nd
 p

hy
si

ca
l

sc
al

ed
 d

ra
w

in
gs

 m
ay

 in
cl

ud
e 

m
ap

s,
 p

ic
tu

re
s,

 f
lo

or
 p

la
ns

, f
ur

ni
tu

re
 p

la
ns

sh
ap

es
 m

ay
 b

e 
2D

 o
r 

3D
m

ea
su

re
m

en
t t

oo
ls

 m
ay

 in
cl

ud
e 

ru
le

rs
, m

ea
su

ri
ng

 ta
pe

s,
 p

ro
tr

ac
to

rs
,

co
m

pa
ss

es
, e

le
ct

ri
ca

l t
oo

ls
, c

on
st

ru
ct

io
n 

to
ol

s

E
xa

m
pl

es
 -

bu
ild

 a
 b

ir
d 

ho
us

e,
 ta

ke
 a

 v
ac

at
io

n 
by

 c
ar

K
no

w
le

dg
e

B
as

e

ge
om

et
ry

 c
an

 b
e 

fo
un

d 
in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

ge
om

et
ry

 d
ea

ls
 w

ith
 th

e 
m

ea
su

re
m

en
t o

f 
lin

es
, a

ng
le

s 
an

d 
sh

ap
es

2D
 s

ha
pe

s 
(c

al
le

d 
pl

an
es

) 
ha

ve
 a

 le
ng

th
 a

nd
 w

id
th

 w
hi

ch
 c

an
 b

e 
m

ea
su

re
d

3D
 s

ha
pe

s 
(c

al
le

d 
so

lid
s 

) 
ha

ve
 a

 le
ng

th
, w

id
th

 a
nd

 h
ei

gh
t w

hi
ch

 c
an

be
 m

ea
su

re
d

pr
op

er
tie

s 
of

 s
ha

pe
s 

(i
.e

. #
 o

f 
si

de
s,

 s
ur

fa
ce

s)
ho

w
 to

 c
al

cu
la

te
 u

si
ng

 b
as

ic
 o

pe
ra

tio
ns

 (
or

de
r 

of
 o

pe
ra

tio
ns

)
ho

w
 to

 u
se

 im
pe

ri
al

 a
nd

 m
et

ri
c 

un
its

 o
f 

m
ea

su
re

ho
w

 to
 u

se
 f

or
m

ul
as

ho
w

 to
 e

st
im

at
e 

an
d 

ch
ec

k 
w

or
k 

us
in

g 
a 

ca
lc

ul
at

or
pr

op
er

tie
s 

of
 a

ng
le

s 
w

ith
in

 c
ir

cl
es

, t
ri

an
gl

es
, r

ec
ta

ng
le

s 
an

d 
sq

ua
re

s
pr

op
er

tie
s 

of
 o

pp
os

ite
, a

dj
ac

en
t a

nd
 c

or
re

sp
on

di
ng

 a
ng

le
s

ho
w

 to
 u

se
 m

ea
su

re
m

en
t t

oo
ls

ge
om

et
ry

 c
an

 b
e 

fo
un

d 
in

 m
an

y 
as

pe
ct

s 
of

 d
ai

ly
 li

vi
ng

ge
om

et
ry

 d
ea

ls
 w

ith
 th

e 
m

ea
su

re
m

en
t o

f 
lin

es
, a

ng
le

s 
an

d 
sh

ap
es

2D
 s

ha
pe

s 
(c

al
le

d 
pl

an
es

 )
 h

av
e 

le
ng

th
 a

nd
 w

id
th

 w
hi

ch
 c

an
 b

e 
m

ea
su

re
d

3D
 s

ha
pe

s 
(c

al
le

d 
so

lid
s 

) 
ha

ve
 a

 le
ng

th
, w

id
th

 a
nd

 h
ei

gh
t w

hi
ch

 c
an

be
 m

ea
su

re
d

pr
op

er
tie

s 
of

 s
ha

pe
s 

(i
.e

. #
 o

f 
si

de
s,

 s
ur

fa
ce

s)
ho

w
 to

 c
al

cu
la

te
 u

si
ng

 b
as

ic
 o

pe
ra

tio
ns

 (
or

de
r 

of
 o

pe
ra

tio
ns

)
ho

w
 to

 u
se

 im
pe

ri
al

 a
nd

 m
et

ri
c 

un
its

 o
f 

m
ea

su
re

ho
w

 to
 u

se
 f

or
m

ul
as

ho
w

 to
 e

st
im

at
e 

an
d 

ch
ec

k 
w

or
k 

us
in

g 
a 

ca
lc

ul
at

or
pr

op
er

tie
s 

of
 a

ng
le

s 
in

 c
ir

cl
es

, t
ri

an
gl

es
, r

ec
ta

ng
le

s 
an

d 
sq

ua
re

s
pr

op
er

tie
s 

of
 o

pp
os

ite
, a

dj
ac

en
t a

nd
 c

or
re

sp
on

di
ng

 a
ng

le
s

ho
w

 to
 u

se
 m

ea
su

re
m

en
t t

oo
ls

ho
w

 to
 f

ol
lo

w
 d

ir
ec

tio
ns

 a
nd

 u
se

 le
ge

nd
s

Su
gg

es
te

d
co

ns
tr

uc
tio

n 
pr

oj
ec

ts
, c

ra
ft

s,
 s

ew
in

g,
 w

al
lp

ap
er

in
g

R
es

ou
rc

es

14
1

m
ap

s,
 a

tla
se

s,
 b

ro
ch

ur
es

, a
ss

em
bl

y 
in

st
ru

ct
io

ns
, b

ui
ld

in
g/

 f
lo

or
 p

la
ns

14
2

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
19

N
ov

em
be

r 
19

93



N
um

er
ac

y 
P

at
hs

G
eo

m
et

ry
 S

ki
lls -,

-
'

4
4

.

L
,i,

11
if

...
),

'
N

et
y-

.

-;
.:

,,,
,.

'P
r,

' '
,

F.

,.

,
:

1
4 

.,.
.i.

 4
.

.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 m
ak

e 
sc

al
ed

 d
ra

w
in

gs
 to

 u
se

 in
 d

ai
ly

 a
ct

iv
iti

es
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 s

el
ec

t m
at

er
ia

ls
, d

et
er

m
in

e 
sc

al
e 

an
d 

dr
aw

 a
n 

ob
je

ct
, m

ap
 o

r
bu

ild
in

g 
to

 s
ca

le
 o

n 
th

re
e 

se
pa

ra
tv

 o
cc

as
io

ns
.

H
ow

? 
ex

pl
an

at
io

n 
is

 g
iv

en
 v

er
ba

lly
 a

nd
 d

ra
w

n 
to

 c
he

ck
 u

nd
er

st
an

di
ng

ra
tio

 o
f 

dr
aw

in
g 

to
 a

ct
ua

l s
itu

at
io

n 
is

 g
iv

en
ch

ar
t p

ap
er

 m
ay

 b
e 

us
ed

m
ea

su
re

m
en

t t
oo

ls
 m

ay
 in

cl
ud

e 
ru

le
rs

, m
ea

su
ri

ng
 ta

pe
s,

 p
ro

tr
ac

to
rs

,
co

m
pa

ss
es

m
ap

s 
in

cl
ud

e 
le

ge
nd

s 
w

ith
 s

ca
le

E
xa

m
pl

e 
- 

m
ov

e 
th

e 
fu

rn
itu

re
 in

 a
 r

oo
m

, d
ra

w
 a

 s
ca

le
d 

m
ap

 to
 a

 p
ar

ty

.

K
no

w
le

dg
e

B
as

e
ge

om
et

ry
 c

an
 b

e 
fo

un
d 

in
 m

an
y 

as
pe

ct
s 

of
 d

ai
ly

 li
vi

ng
ge

om
et

ry
 d

ea
ls

 w
ith

 th
e 

m
ea

su
re

m
en

t o
f 

lin
es

, a
ng

le
s 

an
d 

sh
ap

es
2D

 s
ha

pe
s 

(c
al

le
d 

pl
an

es
 )

 h
av

e 
le

ng
th

 a
nd

 w
id

th
 w

hi
ch

 c
an

 b
e 

m
ea

su
re

d
3D

 s
ha

pe
s 

(c
al

le
d 

so
lid

s 
) 

ha
ve

 a
 le

ng
th

, w
id

th
 a

nd
 h

ei
gh

t w
hi

ch
 c

an
 b

e
m

ea
su

re
d

pr
op

er
tie

s 
of

 s
ha

pe
s 

(i
.e

. #
 o

f 
si

de
s,

 s
ur

fa
ce

s)
ho

w
 to

 c
al

cu
la

te
 u

si
ng

 b
as

ic
 o

pe
ra

tio
ns

 (
or

de
r 

of
 o

pe
ra

tio
ns

)
ho

w
 to

 u
se

 im
pe

ri
al

 a
nd

 m
et

ri
c 

un
its

 o
f 

m
ea

su
re

ho
w

 to
 u

se
 f

or
m

ul
as

 a
nd

 m
ea

su
re

m
en

t t
oo

ls
.

ho
w

 to
 e

st
im

at
e 

an
d 

ch
ec

k 
w

or
k 

us
in

g 
a 

ca
lc

ul
at

or
pr

op
er

tie
s 

of
 a

ng
le

s 
in

 c
ir

cl
es

, t
ri

an
gl

es
, r

ec
ta

ng
le

s 
an

d 
sq

ua
re

s
pr

op
er

tie
s 

of
 o

pp
os

ite
, a

dj
ac

en
t a

nd
 c

or
re

sp
on

di
ng

 a
ng

le
s

ho
w

 to
 f

ol
lo

w
 d

ir
ec

tio
ns

 a
nd

 u
se

 le
ge

nd
s

ho
w

 to
 p

lo
t c

oo
rd

in
at

es
 o

n 
ch

ar
t p

ap
er

ho
w

 to
 u

se
 r

at
io

s

.

Su
gg

es
te

d
R

es
ou

rc
es

ha
nd

m
ad

e 
ro

ad
 m

ap
s,

 b
ui

ld
in

g/
 f

lo
or

 p
la

ns
, c

ra
ft

 in
st

ru
ct

io
ns

, s
ew

in
g 

in
st

ru
c-

tio
ns

, a
ss

em
bl

y 
in

st
ru

ct
io

ns
 f

or
 f

ur
ni

tu
re

 o
r 

sm
al

l b
ui

ld
in

gs

14
3

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
20

N
ov

em
be

r 
19

93



E
as

te
rn

 O
nt

ar
io

O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k

St
an

da
rd

s 
fo

r 
Sk

ill
 C

om
pe

te
nc

ie
s

P
er

so
na

l G
ro

 th
S

ki
lls

N
ov

em
be

r,
 1

99
3

14
b

14
6



T
ab

le
 o

f C
on

te
nt

s

Pr
og

re
ss

 P
ro

fi
le

4

Se
lf

 A
w

ar
en

es
s

5

T
ea

m
w

or
k

9

L
iv

in
g 

a 
B

al
an

ce
d 

L
if

e
13

Pr
ob

le
m

 S
ol

vi
ng

 a
nd

 D
ec

is
io

n 
M

ak
in

g
18

E
m

pl
oy

m
en

t
22

14
/



P
ro

gr
es

s 
P

ro
fil

e

-4
1

ir
,

°42
B

ui
ld

in
g 

R
el

at
io

ns
hi

ps
C

om
m

un
ic

at
in

g 
E

ffe
ct

iv
el

y
G

ro
up

 d
ec

is
io

n 
m

ak
in

g
W

or
ki

ng
 o

ut
 c

on
fli

ct
s

ei
t°

40
06

4p
,

0,
11

11
1 

ir
if

ec
if

it_
a,

W
.

.4
14

3:
ai
O

s
I

S
et

tin
g 

yo
ur

 g
oa

ls
.1

;
P

la
nn

in
g 

yo
ur

 ti
m

e
Lo

ok
in

g 
af

te
r 

yo
ur

 m
on

ey
T

hi
nk

in
g 

cr
ea

tiv
el

y

R
ec

og
ni

zi
ng

 o
ur

 s
tr

en
gt

hs
A

ss
er

tiv
en

es
 s

ki
lls

P
os

iti
ve

 a
tti

tu
de

s 
an

d
be

ha
vi

ou
rs

P
ut

tin
g 

yo
ur

 b
es

t s
el

f f
or

w
ar

d

Pe
rs

on
al

G
ro

w
th

A
 b

al
an

ce
d 

lif
es

ty
le

 is
 a

he
al

th
y 

lif
es

ty
le

H
an

dl
in

g 
st

re
ss

R
ea

ch
in

g 
fo

r 
go

od
 h

ea
lth

M
an

ag
in

g 
yo

ur
 h

ou
se

ho
ld

el
f

W
hy

 p
eo

pl
e 

w
or

k
Lo

ok
in

g 
fo

r 
a 

jo
b

Lo
ok

in
g 

at
 y

ou
rs

el
f

A
pp

ly
in

g 
fo

r 
a 

jo
b

D
ec

id
in

g 
on

 th
e 

jo
b

G
oi

ng
 fo

r 
an

yo
u 

w
an

t
In

te
rv

ie
w

P
la

nn
in

g 
yo

ur
 jo

b
K

ee
pi

ng
 y

ou
r 

jo
b

se
ar

ch

1
4
i

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k

A
ra

sI
no

yi
lic

t

.
3

1

N
ov

em
be

r 
19

93



D
ef

in
iti

on
 o

f t
er

m
s

15
1.

Sk
ill

s 
ar

e 
su

bi
vi

de
d 

in
to

 th
e 

fo
llo

w
in

g:

Sk
ill A

 d
es

cr
ip

tio
n 

of
 a

n 
ac

tiv
ity

 o
r 

be
ha

vi
ou

r 
th

at
 c

an
 b

e 
de

m
on

st
ra

te
d.

L
ea

rn
in

g 
O

ut
co

m
es

A
n 

ex
pl

an
at

io
n 

of
 w

ri
t i

s 
ne

ed
ed

 to
 d

em
on

st
ra

te
 th

is
 s

ki
ll.

E
xa

m
pl

es
 a

re
 in

cl
ud

ed
.

K
no

w
le

dg
e 

B
as

e
T

he
 b

ac
kg

ro
un

d 
kn

ow
le

dg
e 

ne
ce

ss
ar

y 
to

 d
em

on
st

ra
te

 th
is

 s
ki

ll.

Su
gg

es
te

d 
R

es
ou

rc
es

Sp
ec

if
ie

s 
si

tu
at

io
ns

 a
nd

 m
at

er
ia

l u
se

d 
to

 le
ar

n 
an

d 
to

 d
em

on
st

ra
te

 th
is

 s
ki

ll.

15
4'

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

4
N

ov
em

be
r 

19
93



S
el

f A
w

ar
en

es
s

P
er

so
na

l G
ro

w
th

 P
at

hs

,)
:::

.,,

.
;.:

:"
 ti

:'-
':

*
,.?

f.
,:1

4.
.,4

 '
...

'"
e!

i
,P

., 
,,.

.
--

-.
- 

;
i

.1
° 

.
..h

.
,

I'
4;

,
::,

..-
'' 

pr
ri

cn
e

iC
 .9

 `
,..

r3
.

-.
!)

:4
'4

4
. -

,
'V

I-
W

I 
P.

.
2

'*
.

...
'.1

.tg
.i,

\
i..

..1
,

.
,

.4
,..

-;
e

.-
v 

--
;,.

:, 
f

jo
,

m
::,

,::
:.,

,x
.;

,S
. ,

')
.

v,

.

..;
-.

.,.

''i
ka

,V
*:

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 d
em

on
st

ra
te

 a
n 

aw
ar

en
es

s 
of

 h
is

/h
er

 o
w

n 
st

re
ng

th
s,

 ta
le

nt
s 

an
d

ab
ili

tie
s.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
ch

oo
se

 a
 g

oo
d 

st
ar

tin
g 

po
in

t b
as

ed
 o

n 
hi

s/
he

r 
kn

ow
le

dg
e

ab
ou

t h
im

/h
er

se
lf

H
ow

? 
ca

n 
m

ak
e 

a 
de

ci
si

on
 a

bo
ut

 h
is

/h
er

 a
bi

lit
y 

to
 p

ar
tic

ip
at

e 
in

 o
r 

ca
rr

y 
ou

t a
ta

sk
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

E
xa

m
pl

e 
- 

M
ak

e 
a 

de
ci

si
on

 a
bo

ut
 th

ei
r 

ab
ili

ty
 to

 c
on

du
ct

 a
 m

ee
tin

g,
 a

tte
nd

 a
pa

rt
y,

 p
er

fo
rm

 a
n 

ac
ad

em
ic

 ta
sk

.

K
no

w
le

dg
e

B
as

e

it'
s 

O
.K

. t
o 

as
k 

fo
r 

he
lp

its
 O

.K
. n

ot
 to

 b
e 

go
od

 a
t e

ve
ry

th
in

g
ea

ch
 p

er
so

n 
ha

s 
di

ff
er

en
t s

tr
en

gt
hs

 a
nd

 w
ea

kn
es

se
s

ev
er

y 
ta

sk
 h

as
 d

if
fe

re
nt

 le
ve

ls
 o

f 
di

ff
ic

ul
ty

th
er

e 
ar

e 
di

ff
er

en
t a

pp
ro

ac
he

s 
to

 p
ar

tic
ip

at
in

g 
in

 s
itu

at
io

ns
ea

ch
 p

er
so

n 
ha

s 
so

m
et

hi
ng

 to
 o

ff
er

su
gg

es
te

d
R

es
ou

rc
es

ID
op

po
rt

un
iti

es
 to

 s
uc

ce
ed

I'D
pe

rs
on

al
 jo

ur
na

ls
D

 s
tr

en
gt

h 
in

ve
nt

or
ie

s
ID

ho
bb

ie
s 

an
d 

cr
af

ts

1
P.

- 
A

15
3

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
N

ov
em

be
r 

19
93



S
el

f A
w

ar
en

es
s

P
er

so
na

l G
ro

w
th

 P
at

hs

-.
..4

. '
t,

. ,

:-
.ti

...
...

.
,..

...
..

"
''

..
t:.

::-
:::

 .4
.6

'
'.

' '
..X

.'"
,.

'
- 

A
'-

-
. e

. .
.

,
.

.
.

1"
-:

.
'

.,,
14

,..
.;.

..?
.4

.
..0

,..
,-

).

-4
p4

,..
 ,

-4
,.

/n
;;-

,E
...

., 
.-

,

,-
...

 4
, 1

...
t..

.
.

";
:.:

::
fe

...
/.

tr
..5

..
: I

Y
,'"

,"
:.3

:'
.

:6
.0

 ..
:4

-.
1A

._
r 

.,
/

i')
;',

.)
:A

A
.F

.:.
%

;:.
-4

-,
4,

 '.
.

.
.

,e
...

%
-;

...
.q

u'
l

et
ita

sl
id

os
tio

fi
A

ltv
.

'
1:

!C
.4

v.
. '

''',
...

.:!
.',

,i'
,.v

."
.'k

:s
lii

.:.
..

C
,C

.4
0.

1.
4,

ii.
 '.

.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 d
em

on
st

ra
te

 a
ss

er
tiv

en
es

s 
sk

ill
s 

in
 a

 v
ar

ie
ty

of
 s

itu
at

io
ns

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
de

m
on

st
ra

te
s 

th
at

 th
ey

 c
an

 s
ta

nd
 u

p
fo

r 
th

ei
r 

ri
gh

ts
, e

xp
re

ss
af

fe
ct

io
na

te
 f

ee
lin

gs
 f

or
 a

no
th

er
 p

er
so

n 
an

d 
gi

ve
 a

s 
w

el
l a

s 
re

ce
iv

e
co

m
pl

im
en

ts

H
ow

? 
ca

n 
sa

y 
w

ha
t t

he
y 

m
ea

n,
 h

ow
 th

ey
 f

ee
l a

nd
 a

sk
 f

or
 w

ha
tt

he
y 

w
an

t o
n 

fi
ve

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e 
- 

gi
ve

 a
 d

ir
ec

t a
nd

 h
on

es
t c

om
pl

im
en

t, 
as

k 
fo

r 
di

re
ct

io
ns

 o
r

he
lp

 d
ur

in
g 

a

le
ss

on
, m

ak
e 

a 
su

gg
es

tio
n,

 o
ff

er
 f

ee
db

ac
k 

to
 a

no
th

er
 p

er
so

n,
 m

ak
e 

an
or

de
r 

ov
er

th
e 

ph
on

e

K
no

w
le

dg
e

B
as

e

an
 h

on
es

t, 
op

en
 a

nd
 d

ir
ec

t m
an

ne
r 

is
 a

na
tu

ra
l m

an
ne

r
cl

ea
r 

co
m

m
un

ic
at

io
n 

ge
ts

 r
es

ul
ts

ev
er

yo
ne

 h
as

 f
ee

lin
gs

, i
de

as
, o

pi
ni

on
s 

an
d

ri
gh

ts
 w

or
th

 e
xp

re
ss

in
g

w
e 

ca
n 

le
ar

n 
by

 li
st

en
in

g 
to

 a
lte

rn
at

iv
es

an
d 

co
m

pr
om

is
es

Su
gg

es
te

d
R

es
ou

rc
es

,-
-

1
i

C
D

 o
pp

or
tu

ni
tie

s 
to

 g
iv

e 
an

d 
re

ce
iv

e 
co

m
pl

im
en

ts
1]

 o
pp

or
tu

ni
tie

s 
to

 g
iv

e 
an

d 
re

ce
iv

e 
fe

ed
ba

ck
C

>
 o

pp
or

tu
ni

tie
s 

to
 d

eb
at

e
lD

 in
-d

ep
th

 c
on

ve
rs

at
io

ns

,
,

1 
D

 ii

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

N
ov

em
be

r 
19

93



S
el

f A
w

ar
en

es
s

P
er

so
na

l G
ro

w
th

 P
at

hs

ki
.:i

i..
.

.

o,
..,

,
.:

-
-1

. 1
;

rj
-r

7.
44

L
.A

 ,'
,i'

, ,
;!

 .-
J:

,
1,

61
,v

,
:.,

1
.t,

...
,-

;
...

z.
,,,

,y
-
%
.

4
,
:
i
r
,
-
.
,
.

..r
. 4

-4
,..

.
.

.
;,.

..
O

pi
tO

nt
/S

tfg
.g

gs
tto

t
'- 

`3
.`

,1
-

,0
,

,
; .

.,
kr

w
, k

 ''
..

t
1,

.:`
!:

,. 
!:

1
:

1 
t V

.:t
t1

;:e
10

.':
,

,, 
-L

,
,

I
'..

1-
 0

 c
,..

, .
4V

:b
e

sw
..:

.,.
.

,
..f

t;t
e.

 -
.

.{
-'.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 e
xh

ib
it 

po
si

tiv
e 

at
tit

ud
es

 a
nd

 b
eh

av
io

ur
s 

in
 a

 v
ar

ie
ty

 o
f 

si
tu

a-
tio

ns
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
de

m
on

st
ra

te
 in

iti
at

iv
e,

 e
ne

rg
y 

an
d 

pe
rs

is
te

nc
e 

in
 c

om
pl

et
-

in
g 

a 
ta

sk

H
ow

? 
de

m
on

st
ra

te
s 

a 
ke

en
 a

nd
 p

os
iti

ve
 a

tti
tu

de
 w

he
n 

as
k 

to
 c

om
pl

et
e 

a 
le

ss
on

or
 ta

sk
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

E
xa

m
pl

e 
- 

ac
ce

pt
 a

nd
 c

om
pl

et
e 

a 
ta

sk
 th

at
 y

ou
 li

ke
 a

nd
 d

is
lik

e,
 e

xp
re

ss
 th

an
ks

 o
r

no
 th

an
ks

, i
ni

tia
te

 g
re

et
in

gs
, h

an
d-

 s
ha

ke
s,

 in
tr

od
uc

tio
ns

K
no

w
le

dg
e

B
as

e
ac

kn
ow

le
dg

es
 a

nd
 r

es
pe

ct
s 

ru
le

s
ac

kn
ow

le
dg

es
 w

he
n 

an
ot

he
r 

pe
rs

on
 is

 f
ee

lin
g 

jo
y 

or
 s

ad
ne

ss
po

ss
es

s 
ho

ne
st

y,
 in

te
gr

ity
 a

nd
 p

er
so

na
l e

th
ic

s
-

ha
s 

a 
se

ns
e 

of
 s

el
f 

es
te

em
ha

s 
co

nf
id

en
ce

 in
 h

im
/h

er
se

lf
un

de
rs

ta
nd

s 
th

at
 c

ha
ng

e 
is

 n
ec

es
sa

ry
 f

or
 p

er
so

na
l g

ro
w

th
ha

s 
an

 a
w

ar
en

es
s 

th
at

 b
od

y 
la

ng
ua

ge
 c

on
ta

in
s 

m
es

sa
ge

s
,

ha
s 

a 
po

si
tiv

e 
fe

el
in

g 
ab

ou
t l

ea
rn

in
g,

 g
ro

w
th

 a
nd

 p
er

so
na

l h
ea

lth

Su
gg

es
te

d
R

es
ou

rc
es

E
 o

pp
or

tu
ni

tie
s 

to
 e

xp
re

ss
 p

ra
is

e
()

 o
pp

or
tu

ni
tie

s 
to

 in
tr

od
uc

e 
se

lf
 a

nd
 o

th
er

s
C

>
 w

ri
tin

g 
a 

th
an

k 
yo

u 
ca

rd
ID

 p
la

ci
ng

 a
n 

or
de

r 
ov

er
 th

e 
ph

on
e

fD
 p

ho
ni

ng
 to

 in
qu

ir
e 

ab
ou

t a
 jo

b 
fr

om
 th

e 
ne

w
sp

ap
er

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
7

15
3

N
ov

em
be

r 
19

93



Se
lf

 A
w

ar
en

es
s

P
er

so
na

l G
ro

w
th

 P
at

hs

It
 I

S
-1

. t
ry

.

0
...

...
,

...
 '.

' '
.';

 "
I.

 ^
-

.
..

y
,7

T
...

-a
4 

-4
.

c.
7.

,,

4
51

..A
A

.;-
-5

.
,A

a
.-

.
1,

.
.r

..=
 T

.tt
r

-
.

,,,
,,,

I.
.

k
'

.(
k

'
_

C
or

iir
iI

60
/$

 ',
X

-
*(

).
 1

-1
4'

;i'
'.;

.
,

1.
.. 

.. 
t:-

...
.."

er
..

'),
1

:' 
..t

h,
,,W

W
rt

.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 p
ut

 h
is

/h
er

 b
es

t s
el

f 
fo

rw
ar

d 
in

 a
 v

ar
ie

ty
 o

f 
si

tu
at

io
ns

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
pr

es
en

t h
is

/h
er

 b
es

t s
el

f 
in

 d
if

fe
re

nt
 e

ve
ry

da
y 

si
tu

at
io

ns

H
ow

? 
ca

n 
m

ak
e 

a 
lis

t o
f 

th
e 

ch
ar

ac
te

ri
st

ic
s 

th
at

 w
ou

ld
 c

on
tr

ib
ut

e 
to

 a
 p

le
as

an
t

m
an

ne
r 

fo
r 

an
 in

te
rv

ie
w

, a
t w

or
k,

 a
t a

 m
ee

tin
g,

 o
r 

at
 s

ch
oo

l o
n

fi
ve

 s
ep

ar
at

e
oc

ca
si

on
s

E
xa

m
pl

e 
- 

sh
ak

in
g 

ha
nd

s,
 e

ye
 c

on
ta

ct
, p

os
tu

re
 w

hi
le

 s
itt

in
g 

an
d 

st
an

di
ng

,
cl

ot
hi

ng
, g

re
et

in
gs

, s
al

ut
at

io
ns

K
no

w
le

dg
e

B
as

e

go
od

 c
om

m
un

ic
at

io
n 

sk
ill

s
a 

se
ns

e 
of

 s
el

f 
es

te
em

aw
ar

en
es

s 
of

 th
e 

m
es

sa
ge

s 
in

 b
od

y 
la

ng
ua

ge
(i

e)
 s

m
ili

ng
, e

ye
 c

on
ta

ct
an

d 
go

od
 p

os
tu

re
 s

en
d 

po
si

tiv
e 

m
es

sa
ge

s
aw

ar
en

es
s 

th
at

 f
ir

st
 im

pr
es

si
on

s 
ar

e 
la

st
in

g 
im

pr
es

si
on

s 
be

 a
w

ar
e 

of
gr

oo
m

in
g,

 c
lo

th
in

g,
 h

yg
ie

ne
if

 y
ou

 s
ee

 y
ou

rs
el

f 
as

 c
on

fi
de

nt
, p

le
as

an
tly

 d
re

ss
ed

 a
nd

 w
el

l g
ro

om
ed

,
th

at
 is

 th
e 

im
pr

es
si

on
 y

ou
 w

ill
 g

iv
e 

ot
he

rs

Su
gg

es
te

d
R

es
ou

rc
es

,..
.

1 
Z

1)
 J

lD
 o

pp
or

tu
ni

tie
s 

to
 d

is
cu

ss
 a

 w
ar

dr
ob

e 
fo

r 
an

 in
te

rv
ie

w
, s

ch
oo

l o
r 

w
or

k
lD

 o
pp

or
tu

ni
tie

s 
to

 r
ol

e 
pl

ay
 in

tr
od

uc
tio

ns
, h

an
d 

sh
ak

es
, c

on
ve

rs
at

io
ns

w
ith

 p
eo

pl
e 

yo
u 

kn
ow

 a
nd

 d
on

't 
kn

ow

1 
6 

J

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
8

N
ov

em
be

r 
19

93



T
ea

m
w

or
k

P
er

so
na

l G
ro

w
th

 P
at

hs

,,
42

.

.
-,

.:p
.,

4,
 t

'
:,.

. .
.-

1.
1.

...
.4

:"
24

, `
.:

.
-4

...
,4

,,,
,..

1,
I.

 v
e.

.
.:.

.;.
/.;

.t.
,,.

,.:
-.

.!
...

:L
-4

i-
.'

6.
,

.-
..,

:
.

'..
.)

,L
. '

. '
'::

;f
3g

i
li.

-M
N

IZ
S.

..
.

."
4'

, -
1s

o 
'

s,
.

.
, 4

,t
_,

1

'
.4

7`
 V

ai
ka

.,.
.

.
.

,..
..:

4,
i'-

'''.
2:

 ';
.;"

 (
.-

--
'P

 %
.1

`
0 

II
 A

t e
dt

§/
Ss

ug
g 

et
if

5 
s 

'.:
,,'

,..
Y

 -
--

?,
'

;
-'

'''
ii-

 ..
.."

'';
11

:4
1-

:,;
 -

,..
.7

- 
';

,
. :

.4
%

.,1
;1

-.
.P

.
e1

4.
 tt

''' 
4.

4
-.

..

...
.

1.
...

t.
"'

,

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 b
ui

ld
 a

nd
 m

ai
nt

ai
n 

pe
rs

on
al

 a
nd

 p
ro

fe
ss

io
na

l r
el

at
io

ns
hi

ps
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
sh

ar
e 

hi
s/

he
r 

in
si

gh
ts

, j
oy

s 
an

d 
fr

us
tr

at
io

ns
 w

ith
 o

th
er

s
as

 w
el

l a
s 

en
co

ur
ag

e 
ot

he
rs

 in
 a

 p
er

so
na

l a
nd

 p
ro

fe
ss

io
na

l r
el

at
io

ns
hi

p.

H
ow

? 
sh

ar
e 

fe
el

in
gs

 a
nd

 c
on

ce
rn

s 
ab

ou
t a

 w
or

k,
 s

ch
oo

l o
r 

pe
rs

on
al

 is
su

e 
w

ith
 a

co
lle

ag
ue

 o
f 

fr
ie

nd
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

E
xa

m
pl

e 
- 

di
sc

us
s 

as
si

gn
m

en
ts

, p
os

si
bl

e 
w

or
k 

op
po

rt
un

iti
es

, c
hi

ld
 c

ar
e,

 s
po

us
al

su
pp

or
t f

or
 g

oi
ng

 b
ac

k 
to

 s
ch

oo
l

K
no

w
le

dg
e

B
as

e

pe
op

le
 a

re
 s

oc
ia

l b
ei

ng
s 

w
ith

 a
 n

ee
d 

to
 in

te
ra

ct
 w

ith
 o

th
er

s 
fo

r 
co

m
pa

ni
on

sh
ip

,
lo

ve
 a

nd
 s

up
po

rt
re

co
gn

iti
on

 th
at

 th
er

e 
ar

e 
si

m
ila

ri
tie

s 
an

d 
di

ff
er

en
ce

s 
in

 o
pi

ni
on

s 
an

d 
ou

tlo
ok

s
aw

ar
en

es
s 

of
 th

e 
na

tu
re

 o
f 

in
te

ra
ct

io
ns

: o
pe

nn
es

s,
 c

on
tr

ol
, a

 h
id

de
n

ag
en

da
, c

on
fl

ic
t, 

ne
go

tia
tio

ns
, c

om
pr

om
is

e
he

al
th

y 
re

la
tio

ns
hi

ps
 e

nh
an

ce
 o

ur
 li

ve
s 

an
d 

co
nt

ri
bu

te
 to

 o
ur

 o
ve

ra
ll

st
at

e 
of

 w
el

l b
ei

ng

,

Su
gg

es
te

d
R

es
ou

rc
es

ID
 o

pp
or

tu
ni

tie
s 

to
 s

ha
re

 in
si

gh
ts

, j
oy

s 
an

d 
fr

us
tr

at
io

ns
 w

ith
 o

th
er

s
ID

 o
pp

or
tu

ni
tie

s 
to

 e
nc

ou
ra

ge
 o

th
er

s
C

D
 o

pp
or

tu
ni

tie
s 

to
 w

or
k 

ou
t a

 c
om

pr
om

is
e 

or
 s

ol
ut

io
n 

in
vo

lv
in

g 
tw

o 
or

m
or

e 
pe

op
le

ID
 m

ee
tin

gs
, s

oc
ia

l e
ve

nt
s 

an
d 

ou
tin

gs
 w

ith
 f

ri
en

ds
 a

nd
 c

ol
le

ag
ue

s

16
2

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
9

N
ov

em
be

r 
19

93



T
ea

m
w

or
k

P
er

so
na

l G
ro

w
th

 P
at

hs

..,
..

"'
'

,,9
..,

,..
.-

 `
%

'1
:::

 ''
''

4.
--

4,
'',

'+
,. 

't
''' 

*'
'

.
'

V
t..

',:
,'

.
1.

 .
',

-''
s

',:
;4

r
.

4"
' .

_L
-.

1 
1_

1.
44

J
*0

4g
01

1'
,'

''
:ii

44
:;,

.
.

C
om

m
e 

5/
Si

ga
 s

 jO
liq

.. 
n,

. :
'.:

A
L

,
*0

a4
c:

V
. '

' :
 ' 

'

`
i

.
.

'7
v3

,-
,' 

,1
,-

, .,

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 c
om

m
un

ic
at

e 
ef

fe
ct

iv
el

y 
in

 a
 g

ro
up

 o
f 

pe
op

le

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
in

te
ra

ct
 e

ff
ec

tiv
el

y 
w

ith
 a

 v
ar

ie
ty

 o
f 

pe
op

le
 in

 d
if

fe
re

nt
si

tu
at

io
ns

 a
nd

 f
or

 d
if

fe
re

nt
 p

ur
po

se
s

H
ow

? 
ca

n 
ex

ch
an

ge
 m

es
sa

ge
s 

w
ith

 p
eo

pl
e 

to
 a

ch
ie

ve
 u

nd
er

st
an

di
ng

 o
f 

ot
he

rs
pe

rc
ep

tio
ns

, i
de

as
 o

r 
ex

pe
ri

en
ce

s 
on

 f
iv

e 
se

pa
ra

te
 o

cc
as

io
ns

E
xa

m
pl

e 
- 

on
 th

e 
ph

on
e,

 in
 p

er
so

n,
 in

 a
 le

tte
r,

 in
 a

 m
ee

tin
g,

 o
ve

r 
co

ff
ee

K
no

w
le

dg
e

B
as

e

co
m

m
un

ic
at

io
n 

in
vo

lv
es

 a
t l

ea
st

 tw
o 

pe
op

le
al

l c
om

m
un

ic
at

io
n 

af
fe

ct
s 

th
e 

re
la

tio
ns

hi
p 

be
tw

ee
n 

pe
op

le
al

l b
eh

av
io

ur
 g

iv
es

 s
om

e 
m

es
sa

ge
 a

nd
 is

 a
 f

or
m

 o
f 

co
m

m
un

ic
at

io
n

co
m

m
un

ic
at

io
n 

is
 a

 p
ro

ce
ss

 in
 w

hi
ch

 e
ve

ry
on

e 
re

ce
iv

es
, s

en
ds

 a
nd

in
te

rp
re

ts
 m

es
sa

ge
s 

al
l a

t t
he

 s
am

e 
tim

e
th

er
e 

ar
e 

al
m

os
t a

lw
ay

s 
em

ot
io

ns
 a

nd
 in

fo
rm

at
io

n 
in

 th
e 

sa
m

e 
m

es
sa

ge
re

co
gn

iti
on

 th
at

 b
od

y 
la

ng
ua

ge
 a

ff
ec

ts
 th

e 
m

ea
ni

ng
 o

f 
w

ha
t w

e 
ar

e 
sa

yi
ng

Su
gg

es
te

d
R

es
ou

rc
es

1.
63

C
:>

 o
pp

or
tu

ni
tie

s 
to

 u
se

 th
e 

"I
" 

st
at

em
en

t f
or

 m
or

e 
af

fe
ct

 a
nd

 c
la

ri
ty

E
>

 o
pp

or
tu

ni
tie

s 
to

 li
st

en
 a

tte
nt

iv
el

y 
to

 m
es

sa
ge

s 
an

d 
to

 o
ff

er
 a

 r
es

po
ns

e
ID

 o
pp

or
tu

ni
tie

s 
to

 in
te

rp
re

t b
od

y 
la

ng
ua

ge
 a

nd
 v

er
ba

l c
om

m
un

ic
at

io
n

116
j

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
10

N
ov

em
be

r 
19

93



T
ea

m
w

or
k

P
er

so
na

l G
ro

w
th

 P
at

hs

...
, "

O
s'

 ';
.

..
-1

-N
N

rI
V

--
7'

--
4-

1,
,,

!
,"

 '.
...

,,,
 1

.1
:,

.-
..,

..4
,, 

,..
-_

,_
.

_.
.:

";
.0

4
),

..:
4 

/4
,,

Ir
:V

 f
;:

.5
-7

-1
.,

'it
.

s.
!

,,
._

;_
.;s

-:
1.

7-
..i

A
,

=
.1

..-
-,

...
-,

,k
;:y

.;

,
te

r
'-'

,1
,-

:
.

.
.. 

,
::.

.:.
;1

15
.6

1a
i

'-
''.

:::
:..

.
.

:-
..4

t-
 .-

--
"P

IC
tif

fi
tif

ei
llb

/S
ug

d 
bb

on
_,

-.
4,

., 
p,

:.
IW

.,Z
 ' 

f-
t;.

!5
:-

 :.
;,%

.:.
.1

'' 
::-

1.
...

,
.i.

:4
:: 

A
O

:

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 p
ar

tic
ip

at
e 

in
 g

ro
up

 d
ec

is
io

n 
m

ak
in

g 
an

d 
pr

ob
le

m
 s

ol
vi

ng

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
so

lv
e 

pr
ob

le
m

s 
w

hi
ch

 r
eq

ui
re

 m
ak

in
g 

de
ci

si
on

s 
in

 a
gr

ou
p

H
ow

? 
ca

n 
us

e 
a 

sy
st

em
at

ic
 o

r 
in

tu
iti

ve
 a

pp
ro

ac
h 

to
 s

ol
ve

 p
ro

bl
em

s 
in

 a
 g

ro
up

 o
n

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

E
xa

m
pl

e 
- 

m
ak

e 
ch

oi
ce

s 
ab

ou
t a

 ti
m

e 
fo

r 
m

ee
tin

gs
, t

im
e 

fo
r 

br
ea

ks
, h

ow
 to

.

ce
le

br
at

e 
bi

rt
hd

ay
s.

K
no

w
le

dg
e

B
as

e

w
e 

ca
nn

ot
 s

ol
ve

 a
 p

ro
bl

em
 w

ith
ou

t m
ak

in
g 

a 
de

C
is

io
n

a 
pr

ob
le

m
 e

xi
st

s 
w

he
n 

so
m

et
hi

ng
 s

ta
nd

s 
in

 th
e 

w
ay

 o
f 

w
ha

t w
e 

w
an

t
pr

ob
le

m
 s

ol
vi

ng
 in

vo
lv

es
 th

e 
cr

ea
tio

n 
of

 a
s 

m
an

y 
go

od
 id

ea
s 

an
d 

w
or

ka
bl

e
al

te
rn

at
iv

es
 a

s 
po

ss
ib

le
 to

 s
ol

ve
 a

 p
ro

bl
em

em
ot

io
ns

 c
an

 a
ff

ec
t o

ur
 p

ro
bl

em
 s

ol
vi

ng
 a

bi
lit

ie
s 

an
d 

de
ci

si
on

 m
ak

in
g 

st
yl

e.
de

ci
si

on
 m

ak
in

g 
in

vo
lv

es
 b

ei
ng

 c
om

m
itt

ed
 to

 th
at

 d
ec

is
io

n
th

e 
w

ho
le

 is
 g

re
at

er
 th

an
 th

e 
su

m
 o

f 
its

 p
ar

ts

Su
gg

es
te

d
R

es
ou

rc
es

D
 r

ol
e 

pl
ay

 s
itu

at
io

ns
 th

at
 r

eq
ui

re
 g

ro
up

 p
ro

bl
em

 s
ol

vi
ng

C
>

 c
la

ss
 d

is
cu

ss
io

ns
C

>
 o

pp
or

tu
ni

tie
s 

to
 d

is
cu

ss
 a

nd
 m

ak
e 

de
ci

si
on

s 
ab

ou
t s

oc
ia

l, 
m

or
al

 a
nd

et
hi

ca
l i

ss
ue

s

1 
66

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
11

N
ov

em
be

r 
19

93



T
ea

m
w

or
k

P
er

so
na

l G
ro

w
th

 P
at

hs

. t

A
 m

s
L

i, 
zv

:
.-

 , 
9;

',6
t,

.

qt
1'

.:-
.

4.
.,!

.
. :

 :
1

.
'''

...
,..

A
L

:
z

..;
S:

w
ki

..
jim

,.
31

,4
a.

;
.,'

!:
, ,

.
.

,,i
:

-.
'

...
:-

.. 
.:2

.
.'

ti
C

om
m

A
itZ

S
tig

te
*o

ns
,

)
;..

...
,..

.,
.

.
-7

.1
.0

11
4.

W
A

I;
t:-

.7
-e

j:,

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 p
ar

tic
ip

at
e 

in
 w

or
ki

ng
 o

ut
 a

 c
on

fl
ic

t i
n 

a 
pe

rs
on

al
 a

nd
pr

of
es

si
on

al
 r

el
at

io
ns

hi
p.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
so

lv
e 

co
nf

lic
ts

 in
vo

lv
in

g 
ot

he
rs

 in
 a

 p
er

so
na

l a
nd

pr
of

es
si

on
al

 c
on

te
xt

H
ow

? 
ca

n 
w

or
k 

ou
t a

 c
on

fl
ic

t, 
re

sp
ec

tin
g 

th
e 

th
ou

gh
ts

 a
nd

 o
pi

ni
on

s 
of

 o
th

er
s 

in
a 

gr
ou

p 
of

 p
eo

pl
e 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e 
- 

a 
co

nf
lic

t a
ri

se
s 

w
he

n 
so

m
eo

ne
 a

cc
us

es
 y

ou
 o

f 
st

ea
lin

g 
th

ei
r 

se
at

 in
th

e 
lu

nc
h 

ro
om

, t
he

 b
os

s 
gi

ve
s 

yo
u 

a 
5%

 r
ai

se
 a

nd
 y

ou
 b

el
ie

ve
 th

at
 y

ou
 d

es
er

ve
a 

10
%

 r
ai

se
, s

om
eo

ne
 in

di
ca

te
s 

th
at

 y
ou

 d
id

 n
ot

 g
iv

e 
th

em
 a

 m
es

sa
ge

K
no

w
le

dg
e

B
as

e

re
co

gn
iz

e 
th

e 
m

an
y 

re
as

on
s 

fo
r 

co
nf

lic
t: 

co
m

pe
tit

io
n 

fo
r 

lim
ite

d 
re

so
ur

ce
s,

pe
rs

on
al

ity
 d

if
fe

re
nc

es
, d

ep
en

de
nc

y 
on

 o
th

er
s,

 d
if

fe
re

nt
 g

oa
ls

,
un

cl
ea

r 
di

re
ct

io
ns

re
co

gn
iz

e 
th

at
 c

on
fl

ic
t i

s 
of

te
n 

ha
rm

fu
l

co
nf

lic
t m

ay
 le

ad
 to

 f
ru

st
ra

tio
n,

 w
hi

ch
 c

an
 le

ad
 to

 a
ng

er
it 

is
 h

el
pf

ul
 to

 th
in

k 
ab

ou
t o

r 
w

ri
te

 d
ow

n 
on

e'
s 

fe
el

in
gs

 a
nd

 th
en

 d
ec

id
e 

w
ha

t
on

e 
is

 w
ill

in
g 

to
 s

ha
re

 w
ith

 o
th

er
s

re
so

lu
tio

n 
of

 a
 c

on
fl

ic
t o

ft
en

 in
vo

lv
es

 c
om

pr
om

is
es

, g
en

tle
 c

on
fr

on
ta

tio
n,

lis
te

ni
ng

, a
 th

ir
d 

pa
rt

y,
 n

eg
ot

ia
tin

g
'

Su
gg

es
te

d
R

es
ou

rc
es

A
 C

ID
 r

ol
e 

pl
ay

in
g

ID
 d

is
cu

ss
 p

as
t e

xp
er

ie
nc

es
 a

nd
 h

ow
 th

ey
 w

er
e 

de
al

t w
ith

ID
 g

ue
st

 s
pe

ak
er

 o
n 

le
ga

l c
os

ts
L

S>
 e

xe
rc

is
e 

"g
iv

e 
an

d 
ta

ke
" 

co
m

m
un

ic
at

io
n 

to
 a

ch
ie

ve
 g

oo
d 

re
su

lts
fo

r 
th

e 
gr

ou
p

1 
6 

6

E
as

te
rn

 O
nt

ar
io

O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
12

N
ov

em
be

r 
19

93



L
iv

in
g 

A
 B

al
an

ce
d 

L
if

e

P
er

so
na

l G
ro

w
th

 P
at

hs

.

.
rs

.

.

.;
..

,'
1

4,
':

.,:
if

"
' 4

 ''
 'Z

14
 ii

.t 
,1

" 
3S

..
.

,..
.,-

.: 
,.4

1.
1

...
'',

.
., 

7,
 ..

.:'
 i.

 ;
!'.

.
41

.!
,-

.1
T

.;.
7 

a 
rf

 ,"
.
.,.

..i
.l.

,
.*

t
4,

-,
*

' .
..-

i:.
.-

.-
.t.

.f
iL

fr
t

).
 ..

V
ia

&
 ':

:::
:. 

56
.

.
:.

.
',

'';
'I:

i'e
-3

.:;
i

i .
tig

ge
Sp

O
ri

..1
;1

...
, ,

--
,

4.
-

,
u

.
.

,"
it:

1)
...

,.\
1'

-.
1.

11
4:

1.
-,

.
:..

.+
.;

:,.
?.

).
:1

..
', 

.m
.::

""
. l

'..
s.

if
itr

.

Sk
ill

T
hi

s 
pe

rs
on

 d
em

on
st

ra
te

s 
an

 a
w

ar
en

es
s 

th
at

 a
 b

al
an

ce
d 

lif
es

ty
le

 is
 a

 h
ea

lth
y

lif
es

ty
le

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
de

m
on

st
ra

te
s 

an
 a

w
ar

en
es

s 
th

at
 s

el
f,

 r
el

at
io

ns
hi

ps
 a

nd
 a

ca
re

r 
ne

ed
 to

 b
e 

ba
la

nc
ed

 in
 o

ur
 li

ve
s

H
ow

? 
ca

n 
or

ga
ni

ze
 a

 d
ay

, a
 w

ee
k 

or
 a

 m
on

th
 s

o 
th

at
 th

er
e 

is
 a

de
qu

at
e 

tim
e 

to
m

ai
nt

ai
n 

yo
ur

 h
om

e,
 b

e 
w

ith
 y

ou
r 

fa
m

ily
, p

er
fo

rm
 y

ou
r 

jo
b(

sc
ho

ol
) 

an
d 

re
la

x 
on

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

E
xa

m
pl

e 
- 

ca
le

nd
er

s,
 a

pp
oi

nt
m

en
t b

oo
ks

, d
ai

ly
 p

la
nn

er
s,

 jo
um

al
s,

no
te

s

K
no

w
le

dg
e

B
as

e

liv
in

g 
a 

ba
la

nc
ed

 li
fe

 in
cl

ud
es

:
lo

ve
 a

nd
 f

ri
en

ds
hi

p
-

a 
se

ns
e 

of
 s

el
f 

es
te

em
it'

s 
o.

k.
 to

 b
e 

di
ff

er
en

t
ac

co
m

pl
is

hm
en

t a
nd

 th
e 

ab
ili

ty
 to

 e
nj

oy
 it

-
ap

pr
ec

ia
tio

n 
of

 th
e 

jo
ys

 in
vo

lv
ed

 in
 d

ay
 to

 d
ay

 li
vi

ng
fa

ir
ne

ss
 a

nd
 k

in
dn

es
s 

to
 o

th
er

s
co

nt
ri

bu
tio

n 
to

 th
e 

w
el

l b
ei

ng
 o

f 
ot

he
rs

-
fu

n 
in

 li
fe

-
co

pi
ng

 w
ith

 a
nx

ie
ty

, s
tr

es
s,

 g
ri

ef
 a

nd
 d

is
ap

po
in

tm
en

t
de

ve
lo

pi
ng

 a
 s

ys
te

m
 o

f 
be

lie
fs

Su
gg

es
te

d
R

es
ou

rc
es

M
. o

pp
or

tu
ni

tie
s 

to
 a

ss
es

s 
th

ei
r 

cu
rr

en
t l

if
es

ty
le

ID
 d

ef
in

e 
th

e 
te

rm
 "

ba
la

nc
ed

 li
fe

st
yl

e"
 a

nd
 h

ow
 it

 a
pp

lie
s 

to
 th

em
0.

 o
pp

or
tu

ni
tie

s 
to

 p
la

n 
fo

r 
fu

n 
an

d 
ex

ci
te

m
en

t
r:

:: 
op

po
rt

un
iti

es
 to

 d
is

cu
ss

 a
re

as
 o

f 
th

ei
r 

liv
es

 th
at

 a
re

 o
ut

 o
f 

ba
la

nc
e

1
op

po
rt

un
iti

es
 to

 c
ha

ng
e 

th
ei

r 
lif

es
ty

le
 s

o 
th

at
 it

 is
 m

or
e 

ba
la

nc
ed

.-
..

17
0

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
13

N
ov

em
be

r 
19

93



Li
vi

ng
 A

 B
al

an
ce

d 
Li

fe

P
er

so
na

l G
ro

w
th

 P
at

hs

1
8:

4
'

'
t;'

 ,;
..

O
Y

 1
,4

41
,

'
lts

...
it

7 
:4

z.
,,,

If
t '

i.,
._

,..
r.

:-
 -

 3
F.

:,,
:4

k.
) 

A
t.1

:-
.1

,,,
f,

,,=
Fe

.
,:r

1.
1I

>
't,

.
,{

,:;
ii.

)
"r

i.:
l''

'
'''

..4
t:

.
''''

'F
PV

1
:%

::.
;

'
L

1-
J.

:4
 i

,
.

.
"-

 L
 ..

.X
.4

.7
 "

.{
9e

V
''''

''''
A

.,
.:.

,1
,th

;1
11

,..
...

i)
47

,..
..;

j,
V

W
uo

un
m

er
ai

si
od

g
's

on l's
1 

t:r
:1

1W
:A

. '
'2

7.
1,

:t,
L

,
:(

'..
.

.

Sk
ill

T
hi

s 
pe

rs
on

 d
em

on
st

ra
te

s 
an

 a
w

ar
en

es
s 

of
 w

ay
s 

to
 h

an
dl

e 
st

re
ss

 in
da

y 
to

 d
ay

 li
vi

ng
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
id

en
tif

y 
an

d 
ha

nd
le

 s
tr

es
sf

ul
 s

itu
at

io
ns

 in
 e

ve
ry

da
y 

liv
in

g

H
ow

? 
ca

n 
lis

t a
nd

 a
pp

ly
 w

ay
s 

to
 o

ve
rc

om
e 

st
re

ss
 a

t h
om

e,
 s

ch
oo

l, 
w

or
k 

an
d 

in
.

th
e 

co
m

m
un

ity
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

E
xa

m
pl

e 
- 

de
bt

s,
 f

am
ily

 a
rg

um
en

ts
, s

ic
kn

es
s,

 e
xt

ra
 w

or
k,

 d
if

fi
cu

lt 
re

la
tio

ns
hi

ps
,

te
st

s,
 d

ea
dl

in
es

K
no

w
le

dg
e

B
as

e

st
re

ss
 c

an
 c

au
se

 p
hy

si
ca

l, 
be

ha
vi

ou
ri

al
 a

nd
 e

m
ot

io
na

l p
ro

bl
em

s
st

re
ss

 c
an

 a
ri

se
 f

ro
m

 a
ny

 c
ha

ng
es

 in
 o

ne
's

 li
fe

ex
er

ci
se

 is
 g

oo
d 

fo
r 

re
lie

vi
ng

 s
tr

es
s

.

a 
ce

rt
ai

n 
am

ou
nt

 o
f 

st
re

ss
 is

 n
or

m
al

 (
if

 th
er

e 
is

 n
ot

 e
no

ug
h 

st
re

ss
 in

ou
r 

liv
es

, w
e 

be
co

m
e 

bo
re

d)

th
er

e 
ar

e 
se

ve
ra

l w
ay

s 
to

 m
an

ag
e 

st
re

ss
:

a)
 m

ak
e 

su
re

 y
ou

 a
re

 h
ea

lth
y 

an
d 

ex
er

ci
se

 d
ai

ly
b)

tr
y 

to
 c

ha
ng

e 
th

e 
si

tu
at

io
n

c)
tr

y 
to

 c
ha

ng
e 

yo
ur

 s
ta

te
 o

f 
m

in
d

d)
tr

y 
to

 c
ha

ng
e 

yo
ur

 r
es

po
ns

e 
to

 s
tr

es
s:

 e
m

ot
io

na
l, 

ph
ys

ic
al

 a
nd

 b
eh

av
io

ur
ia

l
,

e)
re

ly
 o

n 
th

e 
su

pp
or

t o
f 

lo
ve

d 
on

es
I)

us
e 

hu
m

ou
r 

to
 o

ve
rc

om
e 

st
re

ss

Su
gg

es
te

d
R

es
ou

rc
es

ID
 o

pp
or

tu
ni

tie
s 

to
 d

is
cu

ss
 h

ow
 s

tr
es

s 
af

fe
ct

s 
us

 a
nd

 e
xp

lo
re

 th
e 

op
tio

ns
l e

xp
lo

re
 s

tr
es

sf
ul

 s
itu

at
io

ns
 a

nd
 id

en
tif

y 
m

et
ho

ds
 f

or
 r

el
ie

vi
ng

 s
tr

es
s

(i
.e

.)
 f

in
d 

th
e 

hu
m

ou
r 

in
 it

ID
 id

en
tif

y 
a 

st
re

ss
fu

l p
ro

bl
em

 a
nd

 d
et

er
m

in
e 

th
e 

us
ef

ul
ne

ss
 o

f 
ta

lk
in

g
th

e 
pr

ob
le

m
 o

ve
r 

w
ith

 a
 f

ri
en

d
0 

di
sc

us
s 

su
gg

es
tio

ns
 f

or
 lo

w
 s

tr
es

s 
liv

in
g

17
1 E

as
te

rn
 O

nt
ar

io
 O

pe
n 

Le
ar

ni
ng

 N
et

w
or

k
14

N
ov

em
be

r 
19

93



L
iv

in
g 

A
 B

al
an

ce
d 

L
if

e

P
er

so
na

l G
ro

w
th

 P
at

hs

4"
;..

:(
 ,)

,:l
...

s.
.',

..
- 

.s
.o

.
i..

...
..,

;;;
; ,

-.
`,

p;
',"

-Z
u 

rq
 .,

 : 
''''

''
,

r:
"7

".
 Y

...
P.

..
!-

:1
j.:

.

1.
,',

F,
.,

, 4
.1

, .
..

r 
..1

:..
;

':'
'':

'
,;.

',4
":

: k
r'

. "
 '

.
',.

tts
).

j. 
1.

.,
..,

. I
 .:

-,
 , 

.,-
 .,

-.
.,:

.,-
-'

.!
..4

1'
.

<
.
.
.
-
:
.
.
.
/
:
:
i
:
_
;
;
-

,T
,,'

 1
,

..-
,.-

 4
,T

,,
z.

-
...

...
: A

.:.
-

: -
m

en
ts

/S
ug

gO
tio

,
./.

,,,
,,,

p 
:.:

-.
1.

iy
:.

...
.-

iik
v.

.

Sk
ill

T
hi

s 
pe

rs
on

 d
em

on
st

ra
te

s 
an

 a
w

ar
en

es
s 

th
at

 g
oo

d 
nu

tr
iti

on
 a

nd
 r

eg
ul

ar
 e

xe
rc

is
e

ar
e 

es
se

nt
ia

l i
n 

re
ac

hi
ng

 f
or

 g
oo

d 
he

al
th

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
id

en
tif

y 
a 

he
al

th
y 

di
et

 a
nd

 a
 g

oo
d 

ex
er

ci
se

 p
ro

gr
am

 f
or

hi
m

/h
er

se
lf

 a
nd

 th
ei

r 
fa

m
ily

H
ow

? 
ca

n 
pl

an
 a

 d
ai

ly
 o

r 
w

ee
kl

y 
m

en
u 

fo
r 

th
ei

r 
fa

m
ily

 a
s 

w
el

l a
s 

a 
ro

ut
in

e 
fo

r
da

ily
 e

xe
rc

is
e 

on
 f

iv
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

 m
pl

e 
- 

fr
ui

ts
 a

nd
 v

eg
et

ab
le

s,
 m

ea
t a

nd
 m

ea
t a

lte
rn

at
es

, b
re

ad
s 

an
d 

ce
re

al
s,

m
ild

 a
nd

 m
ilk

 p
ro

du
ct

s,
 w

al
ki

ng
, j

og
gi

ng
, s

w
im

m
in

g,
 c

yc
lin

g,
 o

rg
an

iz
ed

 s
po

rt
s

.

K
no

w
le

dg
e

B
as

e
le

ar
ni

ng
 to

 e
at

 s
en

si
bl

y 
is

 o
ne

 s
te

p 
to

 a
ch

ie
ve

 a
nd

 m
ai

nt
ai

n 
yo

ur
 id

ea
l w

ei
gh

t
ex

er
ci

se
 m

ak
es

 u
s 

fe
el

 b
et

te
r 

an
d 

he
lp

s 
to

 b
um

 c
al

or
ie

s
st

ar
t t

o 
ex

er
ci

se
 s

lo
w

ly
 if

 y
ou

 h
av

e 
no

t b
ee

n 
ex

er
ci

si
ng

 f
or

 a
 w

hi
le

it 
is

 im
po

rt
an

t t
o 

dr
in

k 
w

at
er

 b
ef

or
e 

an
d 

af
te

r 
yo

u 
ex

er
ci

se
it 

is
 h

el
pf

ul
 o

 r
ea

d 
fo

od
 la

be
ls

 in
 th

e 
st

or
e 

so
 th

at
 w

e 
kn

ow
 th

e 
nu

tr
iti

on
al

va
lu

e 
of

 th
e 

fo
od

 w
e 

ar
c 

bu
yi

ng

Su
gg

es
te

d
R

es
ou

rc
es

E
D

 g
ue

st
 s

pe
ak

er
s 

su
ch

 a
s 

th
e 

pu
bl

ic
 h

ea
lth

 n
ur

se
 a

nd
 a

er
ob

ic
s 

in
st

ru
ct

or
s

ID
 b

ri
ng

 in
 a

 p
ac

ka
ge

 o
f 

fo
od

 a
nd

 r
ea

d 
th

e 
la

be
ls

 a
nd

 in
gr

ed
ie

nt
s

E
D

 d
is

cu
ss

io
n 

of
 s

ea
so

na
l f

ru
its

 a
nd

 v
eg

et
ab

le
s

E
D

 d
ev

el
op

 a
 li

st
 o

f 
ph

ys
ic

al
 a

ct
iv

iti
es

 th
at

 a
re

 f
un

 to
 d

o
ID

 d
is

cu
ss

 r
oa

d 
bl

oc
ks

 to
 e

xe
rc

is
e 

an
d 

ho
w

 to
 o

ve
rc

om
e 

th
em

1 
11

17
4

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
15

N
ov

em
be

r 
19

93



Li
vi

ng
 A

 B
al

an
ce

d 
Li

fe

P
er

so
na

l G
ro

w
th

 P
at

hs

.-
-

.
. -

.7
:

.
...

4 
t:-

 4
.

'. 
:-

.;
.1

. i
:.V

 i.
- 

4,
.

.'.
.,+

,..
..

-,
.,"

:7
. ,

 i.
.

.
r.

 ''
7

'
it 

I' 
5 

A
 ,.

.,
.

_,
...

:;,
._

%
, .

1,

*:
.

,,:
. ,

,
...

 :
'

+
, r

.
,,,

 ?
lil

t, 
:7

'
as

oL
ir

...
,"

.
.

z
.4

,-
.;-

 ..
i..

:
..n

C
..;

.-
xt

:Z
.:.

1.
b,

::
,.6

t
.,

..i
 7

:?
-

i'i
i':

;.4
i'L

it,
r 

'.:
'''.

.1
::.

:::
.

f 
!,

,..
,

1-
..e

. :
es

.4
:,,

f,
:,

::k
l.n

ir
..'

-;
-;

-,
*.

 4
.-

A
ttl

iO
nz

s.
.,'

.!

--
' -

 "
'

'. 
'')

,4
1-

.:.
.;1

:..
i.-

...
.f

...

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 s
et

 u
p 

a 
ho

us
eh

ol
d.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
id

en
tif

y 
an

d 
ca

lc
ul

at
e 

th
e 

co
st

 o
f 

ite
m

s 
th

at
 a

re
 n

ec
es

sa
ry

fo
r 

es
ta

bl
is

hi
ng

 a
 h

ou
se

ho
ld

H
ow

? 
ca

n 
id

en
tif

y 
an

d 
es

tim
at

e 
th

e 
co

st
 o

f 
ho

us
eh

ol
d 

ite
m

s 
in

 f
iv

e 
di

ff
er

en
t

ro
om

s/
ar

ea
s 

of
 th

e 
ho

us
e

E
xa

m
pl

e 
- 

us
e 

ad
ve

rt
is

em
en

ts
 a

nd
 c

at
al

og
ue

s 
fo

r 
ho

u.
...

.-
T

ho
ld

 g
oo

ds
 li

ke
: f

ur
ni

-
tu

re
, a

pp
lia

nc
es

, f
ix

tu
re

s,
 c

ur
ta

in
s,

 p
ai

nt
, r

ug
s,

 c
le

an
in

g 
su

pp
lie

s,
 h

ou
se

ho
ld

in
su

ra
nc

e,
 k

itc
he

nw
ar

e

K
no

w
le

dg
e

B
as

e

w
he

n 
se

tti
ng

 u
p 

a 
ho

us
eh

ol
d,

 a
sk

 y
ou

rs
el

f 
th

e 
fo

llo
w

in
g:

ho
w

 m
uc

h 
m

on
ey

 c
an

 I
 s

pe
nd

?
w

hi
ch

 it
em

s 
do

 I
 n

ee
d 

im
m

ed
ia

te
ly

 a
nd

 w
hi

ch
 o

ne
s 

ca
n 

w
ai

t?
ho

w
 m

uc
h 

sp
ac

e 
do

 I
 h

av
e?

w
he

re
 is

 th
e 

be
st

 p
la

ce
 to

 s
ho

p 
fo

r 
th

e 
th

in
gs

 I
 n

ee
d?

w
ha

t c
an

 I
 m

ak
e 

m
ys

el
f?

do
 th

e 
lo

ck
s 

on
 m

y 
do

or
s 

an
d 

w
in

do
w

s 
w

or
k 

w
el

l?

Su
gg

es
te

d
R

es
ou

rc
es

1.
7 

6

ID
 a

dv
er

tis
em

en
ts

 f
ro

m
 f

ly
er

s
E

>
 c

at
al

og
ue

s
C

>
 q

ue
st

 s
pe

ak
er

 -
 s

om
eo

ne
 w

ho
 h

as
 ju

st
 m

ov
ed

 o
ut

 o
n 

th
ei

r 
ow

n
ID

 m
ak

e 
a 

lis
t o

f 
al

te
rn

at
iv

es
 f

or
 b

uy
in

g:
 b

or
ro

w
in

g,
 h

an
d 

m
e 

do
w

ns
m

ak
e 

yo
ur

 o
w

ns
C

>
 y

ar
d 

sa
le

s
ID

 a
uc

tio
n 

sa
le

s
It

)

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

16
N

ov
em

be
r 

19
93



L
iv

in
g 

A
 B

al
an

ce
d 

L
if

e

P
er

so
na

l
G

ro
w

th
P

at
hs

40
1,

 .

,''
'

'
' "

-i
- 

.

: -
0:

1'
t 7

'..
" 

1,
.

-T
Z

; .
.4

...
' .

2,
 4

. .
4

i
.+

i
fA

,.
,it

t"
,.!

 1
r.

"
I

..
4

...
 '

..
,..

:
a:

r,
t`

t.
.

lig
t '

f 
': 

' '
' '

..1
Z

. -
.

li'
 V

I,
" 

!,
-v

e.
.:.

'
' .

1.
1'

.%
 ..

.
,'

_

', 
4`

ta
l.6

'
.. 

' '
...

.
''';

(4
:-

,
Z

"o
"'

"i
iie

nt
s/

St
ig

ge
st

ib
lis

,4
4e

vA
"V

,.:
'

-.
.

...
...

A
.' 

'
. I

..
tr

-.
,,,

 -
 -

i :
1,

%
,..

`"
..

S
ki

ll
T

hi
s 

pe
rs

on
 c

an
 m

an
ag

e 
a 

ho
us

eh
ol

d

Le
ar

ni
ng

O
ut

co
m

es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
id

en
tif

y 
th

e 
da

ily
 ta

sk
s 

th
at

 n
ee

d 
to

 b
e 

do
ne

 a
nd

 c
an

or
ga

ni
ze

 a
 p

la
n 

fo
r 

ac
co

m
pl

is
hi

ng
 th

e 
ta

sk
s

H
ow

? 
ca

n 
de

ve
lo

p 
a 

da
ily

 o
r 

w
ee

kl
y 

sc
he

du
le

/r
ou

tin
e 

fo
r 

ac
co

m
pl

is
hi

ng
 h

ou
se

-
ho

ld
 c

ho
re

s 
in

 f
iv

e 
di

ff
er

en
t a

re
as

 o
f 

ho
us

eh
ol

d 
m

ai
nt

en
an

ce
 (

if
 a

pp
lic

ab
le

,
in

vo
lv

e 
ot

he
r 

fa
m

ily
 m

em
be

rs

E
xa

m
pl

e 
- 

us
e 

of
 c

al
en

de
rs

, d
ai

ly
 p

la
nn

er
s,

 s
ch

ed
ul

es
 to

 a
cc

om
pl

is
h 

ch
or

es
(k

itc
he

n 
,b

at
hr

oo
m

, l
iv

in
g 

ro
om

, b
ed

ro
om

, l
au

nd
ry

, s
ho

ve
lli

ng
 s

no
w

, c
ut

tin
g

gr
as

s)

K
no

w
le

dg
e

B
as

e

se
tti

ng
 a

nd
 f

ol
lo

w
in

g 
re

gu
la

r 
ho

us
eh

ol
d 

ro
ut

in
es

 e
ns

ur
es

 th
at

 th
in

gs
 g

et
 d

on
e

se
tti

ng
 r

eg
ul

ar
 h

ou
se

ho
ld

 r
ou

tin
es

 a
llo

w
s 

yo
u 

to
 f

in
d 

tim
e 

fo
r 

re
la

xa
tio

n
se

tti
ng

 r
eg

ul
ar

 h
ou

se
ho

ld
 r

ou
tin

es
 li

m
its

 th
e 

am
ou

nt
 o

f 
tim

e 
sp

en
t o

n 
m

aj
or

cl
ea

n-
up

 jo
bs

S
ug

ge
st

ed
R

es
ou

rc
es

ID
 g

ue
st

 s
pe

ak
er

s:
 a

 f
am

ily
 w

ith
 a

 b
us

y 
lif

es
ty

le
, s

om
eo

ne
 w

ho
 h

as
 ju

st
 m

ov
ed

ou
t o

n 
th

ei
r 

ow
n

ID
 b

ra
in

st
or

m
 f

or
 jo

bs
 a

nd
 c

ho
re

s 
th

at
 c

hi
ld

re
n 

ca
n 

do

V
2 

)
17

7

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

17
N

ov
em

be
r 

19
93



P
ro

bl
em

 S
ol

vi
ng

 a
nd

 D
ec

is
io

n
M

ak
in

g

Pe
rc

on
al

 G
ro

w
th

 P
at

hs

,, - ,.,
,

'4
-,

t

.
,,

.
4 

T
.,.

,:j
.;'

".
 ,,

,,,
..:

:-
.1

,,;
,,i

.,
,,-

,.t
..,

,,p
,.

',
1:

15
.,

t
,

,';
') 

ir
'`:

P.
'

-.
w

k
.
.
.
.
.
;
.
,
;
:
o

.4

e,
1 

9r
1

C
or

ri
m

e 
s/

St
iq

db
st

io
ns

,

0
' .

!:
.9

.*
.

S:
1.

.4
.-

/. 
''

1
4I

S
ki

ll
T

hi
s 

pe
rs

on
 c

an
 s

et
 r

ea
lis

tic
 g

oa
ls

 f
or

 h
im

lh
er

se
lf

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
se

t r
ea

lis
tic

 g
oa

ls
, b

re
ak

 th
em

 d
ow

n 
in

to
 s

m
al

l s
te

ps
 a

nd
re

vi
ew

 th
em

 o
ft

en

H
ow

? 
ca

n 
de

sc
ri

be
 w

ha
t h

e/
sh

e 
w

ou
ld

 a
ct

ua
lly

 d
o 

if
 th

ey
 r

ea
ch

ed
 th

ei
r 

go
al

 a
t

ho
m

e,
 s

ch
oo

l w
or

k 
or

 in
 th

e 
co

m
m

un
ity

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

E
xa

m
pl

e 
- 

sa
vi

ng
s,

 s
ch

oo
l a

ss
ig

nm
en

ts
, j

ob
 a

pp
lic

at
io

ns
, v

ol
un

te
er

 w
or

k,
ho

us
eh

ol
d 

m
ai

nt
en

an
ce

, l
ei

su
re

 ti
m

e

K
no

w
le

dg
e

B
as

e

go
al

s 
he

lp
 to

 f
oc

us
 o

ur
 e

ff
or

ts
go

al
s 

he
lp

 to
 m

ot
iv

at
e 

us
 to

 g
et

 th
in

gs
 d

on
e

go
al

s 
gi

ve
 y

ou
 a

 f
ee

lin
g 

of
 a

cc
om

pl
is

hm
en

t
go

al
s 

he
lp

 y
ou

 to
 f

ee
l r

es
po

ns
ib

le
 f

or
 y

ou
r 

ac
tio

ns

Su
gg

es
te

d
R

es
ou

rc
es

1 
ri 

:i

tE
>

 o
pp

or
tu

ni
tie

s 
to

 d
is

co
ve

r 
w

ha
t i

s 
re

al
ly

 im
po

rt
an

t a
nd

 w
or

th
se

tti
ng

 g
oa

ls
 f

or
ID

 r
ol

e 
pl

ay
in

g 
an

d 
se

tti
ng

 r
ea

lis
tic

 g
oa

ls
ID

 o
pp

or
tu

ni
tie

s 
to

 s
et

 g
oa

ls
 a

t s
ch

oo
l

C
>

 o
pp

or
tu

ni
tie

s 
to

 s
et

 g
oa

ls
 o

n 
th

e 
w

ee
ke

nd
 a

nd
du

rin
g 

Ic
is

ur
e 

tim
e

t ,
J;

),

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

18
N

ov
em

be
r 

19
93



Pr
ob

le
m

 S
ol

vi
ng

 a
nd

 D
ec

is
io

n 
M

ak
in

g

P
er

so
na

l G
ro

w
th

 P
at

hs

f
.1

14
ttl

 .3

:
".

2
.1

. i
...

i, 
in

.1
. 1

: '
`.

'''1
,

1:
. q

y
...

X
I.

'1
<

T
 :?

...
; +

..
%

%
I.

,,-
`

".
.-

-t
-,

ei
qe

:
', 

,
..:

. t
4.

.3
,i,

(7
P!

';
<

,,
._

'':
','

..-
- 

1.
:,

:
, ,

 1
,1

,:.
:..

;.
:,'

E
l..

"1
4k

t,4
.

f
O

rn
M

er
itS

/S
ed

gt
io

ri
eA

11
4.

44
.,,

,
's

ir
--

-' 
"2

-
''''

:?
-:

!'

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 m
an

ag
e 

hi
s/

he
r 

tim
e 

ef
fe

ct
iv

el
y 

to
 g

et
 w

ha
t t

he
y 

w
an

t o
ut

 o
f 

lif
e.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
pr

io
ri

tiz
e 

th
ei

r 
da

ily
 a

ct
iv

iti
es

 a
t h

om
e,

 s
ch

oo
l, 

an
d 

du
ri

ng
le

is
ur

e 
tim

e

H
ow

? 
ca

n 
pl

an
 a

nd
 o

rg
an

iz
e 

ac
tiv

iti
es

 f
or

 a
 m

or
ni

ng
, a

 d
ay

, a
 w

ee
k,

 o
r 

a 
m

on
th

 o
n

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

E
xa

m
pl

e 
- 

us
e 

of
 c

al
en

de
rs

, d
ai

ly
 p

la
nn

er
s,

 s
ch

ed
ul

es
, l

og
s,

 jo
ur

na
ls

 to
 p

la
n 

tim
e

K
no

w
le

dg
e

B
as

e

th
e 

bu
si

er
 w

e 
ar

e,
 th

e 
m

or
e 

w
e 

ne
ed

 to
 m

an
ag

e 
ou

r 
tim

e
ef

fe
ct

iv
e 

pl
an

ni
ng

 s
ta

rt
s 

w
ith

 e
nv

is
io

ni
ng

 o
ur

 id
ea

l
th

e 
fi

rs
t s

te
p 

in
 m

an
ag

in
g 

ou
r 

tim
e 

is
 to

 d
ef

in
e 

ou
r 

go
al

s
th

er
e 

ar
e 

ba
rr

ie
rs

 to
 m

an
ag

in
g 

tim
e

re
co

gn
iti

on
 th

at
 w

e 
ha

ve
 h

ig
h 

an
d 

lo
w

 e
ne

rg
y 

pe
ri

od
s

pr
oc

ra
st

in
at

io
n 

ca
n 

be
 a

 w
as

te
 o

f 
tim

e
m

an
ag

em
en

t l
et

s 
yo

u 
ge

t t
he

 m
os

t d
on

e 
in

 th
e 

sh
or

te
st

 a
m

ou
nt

 o
f 

tim
e

Su
gg

es
te

d
R

es
ou

rc
es

1=
>

 k
ee

p 
a 

lo
g 

to
 d

oc
um

en
t h

ow
 m

uc
h 

tim
e 

it 
ta

ke
s 

to
 c

om
pl

et
e 

a 
ta

sk
D

 d
is

cu
ss

 w
ay

s 
to

 g
et

 th
ro

ug
h 

a 
bu

sy
 d

ay
0 

id
en

tif
y 

ho
w

 th
ey

 u
se

 th
ei

r 
tim

e 
no

w
 a

nd
 h

ow
 th

ey
 c

an
 im

pr
ov

e

.-
1 

8 
2

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

19
N

ov
em

be
r 

19
93



P
ro

bl
em

 S
ol

vi
ng

 a
nd

 D
ec

is
io

n 
M

ak
in

g

P
er

so
na

l G
ro

w
th

 P
at

hs

...
.

' q
...

!,
%

-z
.4

- 
:''

p.
.

.
i.'

 !
1?

-.
10

:,:
: 1

^
1 

1:
3-

1-
5i

.i.
' ,

'.
"'

 '4
-:

..1
.,

;`
,V

.::
.'7

,.%
:.4

...
' "

,'
'

0.
,

;'`
.

3 
'.,

,' 
-

,.,
to

_.
.5

.
.,.

.
.,-

,
.,,

...
,::

-.
_.

.«
,,

.
s'

,..
.«

..-
,.,

.tf
k.

A
 ,.

1-
v-

..,
.

'4
4.

.1
',.

...
'

*.
''

i .
--

.7
1.

 'V
.

hj
nt

st
Su

gd
dt

ib
ild

, !
,.1

1.
4.

:2
4.

" 
.,

,,,
;:i

iV
I

,..
«,

,..
 :1

,-
. .

...
,..

.7
...

...
..,

:,«
t

.
-,

,;-
,!

,..
«

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 m
an

ag
e 

hi
s/

he
r 

m
on

ey
 e

ff
ec

tiv
el

y.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
de

ci
de

 o
n 

pr
io

ri
tie

s 
in

 d
ev

el
op

in
g 

a 
bu

dg
et

H
ow

? 
ca

n 
as

se
ss

 th
ei

r 
fi

na
nc

ia
l s

itu
at

io
n 

an
d 

de
ve

lo
p 

a 
w

ee
kl

y,
 m

on
th

ly
, o

r
ye

ar
ly

 b
ud

ge
t f

or
 th

em
se

lv
es

 o
r 

fa
m

ily
 m

em
be

rs
 o

n 
fi

ve
 s

ep
ar

at
e 

oc
ca

si
on

s

E
xa

m
pl

e 
- 

re
nt

, m
or

tg
ag

e,
 ta

xe
s,

 u
til

iti
es

, c
ar

, f
oo

d,
 c

lo
th

es
, g

as
, i

ns
ur

an
ce

, c
re

di
t

ca
rd

s,
 e

nt
er

ta
in

m
en

t

K
no

w
le

dg
e

B
as

e
a 

bu
dg

et
 is

 a
 p

la
n 

th
at

 h
el

ps
 y

ou
 m

an
ag

e 
yo

ur
 m

on
ey

a 
bu

dg
et

 li
st

s 
th

e 
m

on
ey

 y
ou

 h
av

e 
to

 s
pe

nd
 a

nd
 th

e 
m

on
ey

 y
ou

 o
w

e 
pe

op
le

a 
bu

dg
et

 c
an

 h
el

p 
yo

u 
sa

ve
 m

on
ey

 f
or

 b
ill

s 
an

d 
al

so
 f

or
 o

th
er

 th
in

gs
 y

ou
 w

an
t

a 
bu

dg
et

 c
an

 b
e 

al
te

re
d 

if
 n

ec
es

sa
ry

.

Su
gg

es
te

d
R

es
ou

rc
es

1.
 S

 k
i

tE
>

 o
pp

or
tu

ni
tie

s 
to

 a
ss

es
s 

th
ei

r 
sp

en
di

ng
 h

ab
its

ID
 o

pp
or

tu
ni

tie
s 

to
 d

is
cu

ss
 s

to
re

s,
 s

al
es

 a
nd

 th
e 

pr
ic

e 
of

 m
er

ch
an

di
se

C
o 

op
po

rt
un

iti
es

 to
 u

se
 th

e 
ad

ve
rt

is
in

g 
fl

ye
rs

 f
ro

m
 th

e 
ne

w
sp

ap
er

s
D

 v
is

it 
a 

ba
nk

 to
 le

ar
n 

m
or

e 
ab

ou
t v

ar
io

us
 b

an
ki

ng
 o

pt
io

ns

I

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
20

N
ov

em
be

r 
19

93



P
ro

bl
em

 S
ol

vi
ng

 a
nd

. D
ec

is
io

n 
M

ak
in

g

P
er

so
na

l G
ro

w
th

 P
at

hs

:.,

r2
;C

 z
p

...
..i

1.
J 

,
14

0
..

?'
" 

9 
'

n
t '

.1
.C

,jr
4 

*-
; .

1 
1 

r.
,ia

.4
-A

lf
:::

f.
i

-n
-t

ia
. '

4.
 ..

'd
A

.J
.I

. %
qs

, V
.

t..
1

.Y
.f

.1
4,

4 
iii

 ,.
f'4

/1
-,.

7n
.'

'4
'

C
 0

ni
11

.1
4i

tY
S 

ila
g'

St
iii

 h
 S

',,
,,

C
li:

4s
4,

nz
u,

:z
,e

ttA
rk

..,
1-

.$
,L

...
..7

;:;

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 s
ol

ve
 p

ro
bl

em
s 

by
 th

in
ki

ng
 c

re
at

iv
el

y 
an

d 
lo

ok
in

g 
at

 a
ll 

th
e

op
tio

ns
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
us

e 
a 

pr
ob

le
m

 s
ol

vi
ng

 m
et

ho
d 

w
hi

ch
 r

eq
ui

re
s 

th
em

 to
th

in
k 

cr
ea

tiv
el

y 
an

d 
lo

ok
 a

t a
ll 

po
ss

ib
le

 o
pt

io
ns

H
ow

? 
ca

n 
so

lv
e 

pr
ob

le
m

s 
in

 a
 v

ar
ie

ty
 o

f 
si

tu
at

io
ns

 o
n 

fi
ve

 s
ep

ar
at

e 
oc

ca
si

on
s

E
xa

m
pl

e 
- 

ch
oo

se
 a

 b
an

k,
 a

 s
ch

oo
l, 

a 
ca

r,
 a

 jo
b,

 a
n 

ap
ar

tm
en

t, 
a 

w
in

te
r 

co
at

K
no

w
le

dg
e

B
as

e

cr
ea

tiv
e 

pr
ob

le
m

 s
ol

vi
ng

 r
eq

ui
re

s 
us

 to
:

re
la

x 
em

ot
io

na
lly

 a
nd

 in
te

lle
ct

ua
lly

di
sc

ar
d 

ri
gi

d 
m

in
d 

se
ts

be
 c

ur
io

us
bo

rr
ow

 id
ea

s
w

ri
te

 d
ow

n 
ou

r 
ow

n 
id

ea
s 

im
m

ed
ia

te
ly

ge
t i

nv
ol

ve
d 

in
 b

ra
in

st
or

m
in

g 
se

ss
io

ns
di

sc
ip

lin
e 

ou
rs

el
ve

s 
to

 th
in

k 
cr

ea
tiv

el
y

ev
al

ua
te

 a
ll 

al
te

rn
at

iv
es

S
ug

ge
st

ed
R

es
ou

rc
es

E
>

 o
pp

or
tu

ni
tie

s 
to

 d
is

cu
ss

 p
ro

bl
em

 s
ol

vi
ng

 m
et

ho
ds

E
>

 r
ol

e 
pl

ay
in

g
E

7 
op

po
rt

un
iti

es
 to

 s
ol

ve
 d

ai
ly

 p
ro

bl
em

s 
cr

ea
tiv

el
y

lD
 d

is
cu

ss
 c

om
m

on
 m

en
ta

l b
lo

ck
s 

to
 c

re
at

iv
e 

th
in

ki
ng

ID
 s

ha
re

 c
om

m
on

 d
ai

ly
 p

ro
bl

em
s 

an
d 

po
ss

ib
le

 c
re

at
iv

e 
so

lu
tio

ns

4 
rl

 I
.'

.I
. 5

 6
.

10
0

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

21
N

ov
em

be
r 

19
93



P
er

so
na

l G
ro

w
th

 P
at

hs

E
m

pl
oy

m
en

t

:'.
.4 ..

.
.

.
.

',
-*

:-
:

;
, e

.
I

4;
t

4
,

/-
1,

...
.-

'fk
af

c.
'

.'v
-4

:4
 ,7

:K
av

- 
-.

;.'
:

,t
s

k
46

...
01

;1
r 

,
.-

.,m
.e

.
.

ti
. :

r.
 r

.1
:..

.4
:1

4.
!.

,.'
A

(1
...

...
...

,
l..

,.
i

i-
.!

"
St

.'0
".

).
 c

<
!

:1
4'

4 
i.:

.:
,.'

;.-
4;

;.i
e.

-

-;
14

"?
-:

 '
.

,.
4i

..
' -

'
-

,
:

.i.
.,

..
nt

l' 
C

o'
e 

'e
/S

O
gg

es
iio

i-
fs

x
..,

1
kr

 ,
.

.'
.w

'Z
'

.

":
:.

\.,

Sk
ill

T
hi

s 
pe

rs
on

 d
em

on
st

ra
te

 a
n 

aw
ar

en
es

s 
th

at
 p

eo
pl

e 
w

or
k 

fo
r 

di
ff

er
en

t r
ea

so
ns

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
id

en
tif

y 
re

as
on

s 
w

hy
 p

eo
pl

e 
w

or
k 

an
d 

id
en

tif
y 

th
e

sa
tis

fa
ct

io
n 

th
at

 c
om

es
 f

ro
m

 w
or

k

H
ow

? 
ca

n 
st

at
e 

fi
ve

 im
po

rt
an

t r
ea

so
ns

 w
hy

 p
eo

pl
e 

w
or

k

E
xa

m
pl

e 
- 

ve
rb

al
 o

r 
w

ri
tte

n 
re

as
on

s 
m

ay
 in

cl
ud

e:
 m

on
ey

 to
 p

ay
 b

ill
s,

 e
xt

ra
sp

en
di

ng
 m

on
ey

, s
av

in
g 

fo
r 

so
m

et
hi

ng
, n

ee
d 

to
 m

ee
t p

eo
pl

e,
 u

se
 a

 ta
le

nt
, g

et
sa

tis
fa

ct
io

n

K
no

w
le

dg
e

B
as

e

m
os

t p
eo

pl
e 

w
ill

 w
or

k 
at

 s
om

e 
po

in
t i

n 
th

ei
r 

liv
es

a 
ca

re
er

 ta
ke

s 
in

 a
ll 

ty
pe

s 
of

 w
or

k 
- 

pa
id

 a
nd

 u
np

ai
d

w
or

k 
af

fe
ct

s 
pe

op
le

 in
 p

os
iti

ve
 a

nd
 n

eg
at

iv
e 

w
ay

s

Su
gg

es
te

d
R

es
ou

rc
es

I 
Si

_

E
>

 b
ra

in
st

or
m

 f
or

 r
ea

so
ns

 w
hy

 p
eo

pl
e 

w
or

k
®

 g
ue

st
 s

pe
ak

er
s

C
o 

de
ve

lo
p 

a 
su

rv
ey

 to
 f

in
d 

ou
t w

hy
 p

eo
pl

e 
w

or
k

.. 
.%

V

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
22

N
ov

em
be

r 
19

93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

s

.V 'g
'.

.
!:

.4
1i

t.
'..

.,
...

.,:
l 0

 ,.
`,

1:
,

..#
,

; .
`0

1.
. t

: ,
"k

'
'.7

.f
./ 

ilt
,,,

%
;,,

...
.

4'
ri

i,M
)

t 3
 .r

. 7
.

.
C

O
ili

tli
df

i
.-

-1
1/

4.
I

.
,..

. -
''*

:..
.. 

,
,

:
ie

r
-

'%
h

::"
...

.
'

-

1
"

ei
ge

St
ib

rI
S

:
;

I
'

is

:-
;

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 a
ss

es
s 

hi
s/

he
r 

ab
ili

tie
s,

 ta
le

nt
s 

an
d 

sk
ill

s 
fo

r 
th

e 
pu

rp
os

e 
of

se
ek

in
g 

a 
jo

b

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
as

se
ss

 h
is

/h
er

 li
ke

s,
 d

is
lik

es
, i

nt
er

es
ts

, s
ki

lls
, g

oa
ls

 a
nd

am
bi

tio
ns

 f
or

 th
e 

pu
rp

os
e 

of
 s

ee
ki

ng
 a

 jo
b

H
ow

? 
ca

n 
de

ve
lo

p 
a 

pe
rs

on
al

 p
ro

fi
le

 in
 f

iv
e 

of
 th

e 
ab

ov
e 

ar
ea

s 
w

hi
ch

 c
an

 b
e 

us
ed

in
 d

ec
id

in
g 

on
 a

 c
ar

ee
r

E
xa

m
pl

e 
- 

in
te

re
st

s,
 s

ki
lls

, a
bi

lit
ie

s,
 ta

le
nt

s,
 g

oa
ls

, a
m

bi
tio

ns

K
no

w
le

dg
e

B
as

e
by

 lo
ok

in
g 

at
 y

ou
rs

el
f 

ob
je

ct
iv

el
y,

 y
ou

 a
n 

id
en

tif
y 

yo
ur

 a
re

as
 o

f 
st

re
ng

th
an

d 
po

si
tiv

e 
qu

al
iti

es
.

kn
ow

in
g 

yo
ur

 s
ki

lls
, v

al
ue

s 
an

d 
pe

rs
on

al
 a

ttr
ib

ut
es

 w
ill

 h
el

p 
yo

u 
fo

cu
s 

on
on

e 
or

 tw
o 

ar
ea

s 
of

 w
or

k 
ra

th
er

 th
an

 s
pe

nd
in

g 
tim

e 
an

d 
en

er
gy

 e
xp

lo
ri

ng
to

o 
m

an
y 

ar
ea

s
if

 y
ou

 k
no

w
 th

e 
th

in
gs

 y
ou

 li
ke

 to
 d

o,
 it

 is
 e

as
ie

r 
to

 s
el

ec
t t

he
 k

in
d 

of
 w

or
k

yo
u 

w
ill

 e
nj

oy
 d

oi
ng

Su
gg

es
te

d
R

es
ou

rc
es

ID
 in

te
re

st
 in

ve
nt

or
ie

s
ID

 c
la

ss
 d

is
cu

ss
io

ns
 to

 id
en

tif
y 

ea
ch

 o
th

er
s 

ta
le

nt
s,

 a
bi

lit
ie

s,
 s

tr
en

gt
hs

ID
 v

oc
at

io
na

l a
nd

 in
te

re
st

 in
ve

nt
or

ie
s

1 
S
j

1.
90

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

23
N

ov
em

be
r 

19
93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

.
,

,
;;.

.p
.,

.
T

g.
.

1:
11

.;.
.V

41
7,

..,
4:

..'
43

4i
ir

'
1;

-.
;

=
.:

:
:-

'
,.;

 ',
.

, .
1

' .
C

.,f
r"

 '4
1-

q'
'

.;

...
.

.
.:0

6t
ri

rr
ig

tit
Sl

tig
ge

gt
iii

ii§
M

%
..:

1;
.1

r.
.

.

.:,
1k

,
'"

 ''
'''

.
;;.

,
'

::
' :

(''
''''

;''
': 

::;
:1

-M
'..

"'
a:

";
'

.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 r
es

ea
rc

h 
a 

va
ri

et
y 

of
 jo

b 
al

te
rn

at
iv

es

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 s

el
ec

t a
nd

 r
es

ea
rc

h 
in

fo
rm

at
io

n 
on

 f
ou

r 
or

 f
iv

e 
jo

bs

E
xa

m
pl

e 
ed

uc
at

io
n 

ne
ed

ed
, w

or
k 

en
vi

ro
nm

en
t, 

du
tie

s 
an

d 
re

sp
on

si
bi

lit
ie

s,
sa

la
ry

, e
m

pl
oy

m
en

t o
pp

or
tu

ni
tie

s,
 tr

ai
ni

ng
 r

eq
ui

re
m

en
ts

, h
ou

rs
 o

f 
w

or
k

K
no

w
le

dg
e

B
as

e
it 

is
 im

po
rt

an
t t

o 
kn

ow
 a

bo
ut

 y
ou

r 
pe

rs
on

al
 s

itu
at

io
n 

(i
nt

er
es

ts
, s

ki
lls

,
ed

uc
at

io
n)

 in
 o

rd
er

 to
 n

ar
ro

w
 y

ou
r 

re
se

ar
ch

it 
is

 im
po

rt
an

t t
o 

be
 a

w
ar

e 
of

 y
ou

r 
so

ci
al

 s
itu

at
io

n 
(n

ee
ds

 o
f 

yo
ur

 s
el

f,
fa

m
ily

, a
nd

 th
e 

am
ou

nt
 o

f 
fa

m
ily

 s
up

po
rt

)
it 

is
 im

po
rt

an
t t

o 
co

ns
id

er
 y

ou
 e

nv
ir

on
m

en
t (

w
he

re
 y

ou
 li

ve
, w

ha
t i

s
av

ai
la

bl
e 

in
 th

e 
w

or
kp

la
ce

, p
os

si
bl

e 
ba

rr
ie

rs
 y

ou
 m

ay
 f

ac
e 

in
 th

e 
w

or
kf

or
ce

Su
gg

es
te

d
R

es
ou

rc
es

IR
) 

ga
th

er
 w

ri
tte

n 
in

fo
rm

at
io

n 
fr

om
 li

br
ar

ie
s

ID
 ta

lk
 p

eo
pl

e 
al

re
ad

y 
do

in
g 

th
at

 jo
b

IX
>

 y
el

lo
w

 p
ag

es
ID

 v
ol

un
te

er
 w

or
k

E
>

 c
ar

ee
r 

an
d 

cl
as

si
fi

ed
 s

ec
tio

n 
of

 th
e 

ne
w

sp
ap

er
s

ID
 in

fo
rm

at
io

n 
fr

om
 m

ag
az

in
es

 a
nd

 p
ro

fe
ss

io
na

l j
ou

rn
al

s
ID

 c
al

en
da

rs
 f

ro
m

 c
ol

le
ge

s 
an

d 
un

iv
er

si
tie

s
ID

 p
ub

lic
at

io
ns

 s
uc

h 
as

 J
ob

s 
Fo

r 
T

he
 F

ut
ur

e-
A

 g
ui

de
 f

or
 y

ou
th

E
>

 a
rr

an
ge

 a
 jo

b 
sh

ad
ow

in
g 

ex
pe

ri
en

ce

19
1

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
24

N
ov

em
be

r 
19

93



Centimeter
1 2

Inches

oe.

' //

0 I

ABM
Association for Information and image Management

1100 Wilyne Avenue Suds 1100
Sliver Spring. Maryland 20910

301.597-8202

2

11

3

1.0
32

36

.1

1.1

1.25 1.4

112=?

1111a

1.8

1.6

4.1

10 11 12 13 14 15 mm

MANUFACTURED TO AIIM STANDARDS

BY APPLIED IMAGE. INC.

5



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

'.
1

,.
4

,.
.

'
.-

 ::
Sk

A
'

,
1 

...
,

.
:::

;c
.-

.,,
q

.,.
,..

.
-.

...
i

i,
.

,,:
re

.
'

'
'''

...
:1

, .
,..

..
5

. ,
 . 

'
'4

. ;
4 

...
../

74
.1

,;;
i

1,
;,'

-:
-.

! 
-

,e
 ,

..
'

'1
1.

41
 ii

,
'

. '
''

""

-,
, .

,-
1,

--
1

ai
nm

bo
ts

/S
ug

ge
st

ib
ps

i
%

le
--

ki
.,:

,1
:t.

,,:
...

.
I.

.,
,:x

 .
41

 ,,
;.0

.,;
:-

1,
.

: .
..

.
:i:

, .
: .

'0
,-

.7
f,

t4
:c

.i.
 V

. .
.

,,r
,

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 d
ec

id
e 

on
 th

e 
jo

b 
th

at
 h

e/
sh

e 
w

ou
ld

 li
ke

.

-'' L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
m

ak
e 

a 
de

ci
si

on
 a

bo
ut

 g
 jo

b 
ba

se
d 

on
 o

ne
's

 in
te

re
st

s,
ci

rc
um

st
an

ce
s 

an
d 

pe
rs

on
al

 g
oa

ls

H
ow

? 
ca

n 
co

m
pa

re
 jo

b 
op

tio
ns

 in
 te

rm
s 

of
 w

ha
t i

s 
im

po
rt

an
t t

o 
th

em
 o

n 
fi

ve
se

pa
ra

te
 o

cc
as

io
ns

E
xa

m
pl

e 
- 

lo
ok

 a
t y

ou
r 

fi
na

nc
ia

l r
es

po
ns

ib
ili

tie
s,

 f
ul

l-
tim

e,
 p

ar
t-

tim
e 

w
or

k,
ed

uc
at

io
n 

an
d 

tr
ai

ni
ng

, y
ou

r 
lif

es
ty

le
, e

xp
er

ie
nc

e,
 a

bi
lit

ie
s,

 w
or

ki
ng

 c
on

di
tio

ns
,

jo
b 

po
ss

ib
ili

tie
s

K
no

w
le

dg
e

B
as

e

it 
is

 a
 m

yt
h 

to
 th

in
k 

th
at

 th
er

e 
is

 o
nl

y 
on

e 
co

rr
ec

t c
ho

ic
e 

fo
r 

ev
er

yo
ne

th
er

e 
is

 a
 s

pe
ct

ru
m

 o
f 

m
or

e 
or

 le
ss

 a
pp

ro
pr

ia
te

 e
m

pl
oy

m
en

t o
pp

or
tu

ni
tie

s
de

ci
di

ng
 o

n 
a 

jo
b 

ta
ke

s 
tim

e 
an

d 
ef

fo
rt

so
m

e 
:d

re
am

 jo
bs

" 
m

ay
 b

e 
lo

ng
 te

rm
 g

oa
ls

ac
kn

ow
le

dg
e 

th
at

 e
ve

n 
th

ou
gh

 y
ou

 m
ay

 h
av

e 
de

ci
de

d 
on

 o
ne

 jo
b,

 it
do

es
 n

ot
 m

ea
n 

th
at

 y
ou

 w
ill

 d
o 

th
at

 jo
b 

fo
re

ve
r

Su
gg

es
te

d
R

es
ou

rc
es

0 
ar

ra
ng

e 
to

 m
ee

t a
 p

er
so

nn
el

 r
ep

re
se

nt
at

iv
e 

fo
rm

 a
 c

om
pa

ny
2>

 a
rr

an
ge

 f
or

 a
 jo

b 
sh

ad
ow

in
g 

ex
pe

ri
en

ce
C

>
 a

rr
an

ge
 f

or
 d

o 
vo

lu
nt

ee
r 

w
or

k 
at

 a
 s

et
tin

g 
yo

u 
ar

e 
in

te
re

st
ed

 in
.,

0 
jo

b 
fi

nd
in

g 
cl

ub
s

0 
C

an
ad

a 
E

m
pl

oy
m

en
t C

en
tr

es

19
4

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

25
N

ov
em

be
r 

19
93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

!:
),

..$
Iv

 s
.t4

.
.

.1
..

d

, .
.,

.,.
..

'..
"

,
-

cl
'Il

a
N

.
..,

 4
,s

;
'

:..
...

..,
...

.
..0

-z
.,.

.
.,e

_i
i

4
_,

_

:,
'

'0
.1

-
-

-5
, '

.
1

.
...

 i 
'*

:,
1,

'
A

,
.;,

,4
,,i

 h
v-

,1
;.

.-
.

,"
'

'
ii

iti
6i

its
/S

ug
ge

tib
n6

t.,
..

.
.,"

:r
A

I' 
::.

:.
`.

!1
4

1.
"P

.;
{k

i..
...

...
.1

L
.

1.
.

.e
7

't 
'.4

.(
1.

lo
 r

i: 
..

' .
,

,
.*

.
. -

-.
t

,;.
.1

''.

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 p
la

n 
a 

jo
b 

se
ar

ch
 s

tr
at

eg
y.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
us

e 
a 

pl
an

ni
ng

 m
od

el
 to

 d
ev

el
op

 a
n 

ac
tio

n 
pl

an
 f

or
 th

ei
r

jo
b 

se
ar

ch

H
ow

? 
ca

n 
ou

tli
ne

 a
 p

la
n 

fo
r 

ho
w

 th
ey

 a
re

 g
oi

ng
 to

 g
et

 th
e 

jo
b

E
xa

m
pl

e 
- 

w
ri

te
 d

ow
n 

yo
ur

 g
oa

l, 
th

e 
st

ep
s 

yo
u 

m
us

t f
ol

lo
w

 to
 r

ea
ch

 y
ou

r 
go

al
,

an
d 

w
he

n 
yo

u 
pl

an
 to

 f
in

is
h 

ea
ch

 g
oa

l

K
no

w
le

dg
e

B
as

e

ac
tio

n 
pl

an
s 

ou
tli

ne
 th

e 
ex

ac
t s

te
ps

 th
at

 s
ho

ul
d 

be
 ta

ke
n 

to
 a

ch
ie

ve
 th

e 
go

al
ke

ep
in

g 
on

 tr
ac

k 
in

 a
 jo

b 
se

ar
ch

 r
eq

ui
re

s 
yo

u 
to

 b
e 

or
ga

ni
ze

d
th

er
e 

is
 a

 ti
m

e 
of

 d
ay

 w
he

n 
yo

u 
w

or
k 

yo
ur

 b
es

t, 
w

he
n 

yo
u 

ge
t t

he
 m

os
t d

on
e

pa
ci

ng
 y

ou
rs

ei
f 

an
d 

pl
an

ni
ng

 y
ou

r 
tim

e 
ca

n 
he

lp
 a

vo
id

 s
tr

es
s 

an
d 

le
td

ow
ns

Su
gg

es
te

d
R

es
ou

rc
es

ID
 d

ev
el

op
 a

 li
st

 o
f 

th
in

gs
 to

 d
o 

fo
r 

yo
ur

 jo
b 

se
ar

ch
 (

jo
b 

ac
tio

n 
pl

an
)

(g
o 

de
ve

lo
p 

an
 e

du
ca

tio
na

l a
ct

io
n 

pl
an

C
>

 id
en

tif
y 

an
d 

di
sc

us
s 

ba
rr

ie
rs

 to
 th

e 
jo

b 
se

ar
ch

 a
nd

 h
ow

 to
 o

ve
rc

om
e 

th
em

1W
J

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

26
N

ov
em

be
r 

19
93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

,
;. 

:..
4

..z
,

...
.:'

 I
tW

.
.

.-
.

ri
,..

...
;.,

..,
..z

.
,:

1,
e.

-:
:,

-,
-,

r
.

41
..

ve
 ,'

''''
 ' 

:2
10

,7
 4

 ''
,

",
7&

.4
 4

'. 
...

4,
,

{*
 F

.1

,..
: ,

..:
...

.
;..

;1
,.h

.:4
::,

.
.

..
7,

5-
4-

,-
 ,.

 ,4
...

.

'4
..

. ,
...

..
.

..M
.

.
.

ot
s1

Su
gg

ps
tI

on
s

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 r
ev

ie
w

 th
e 

va
ri

ou
s 

pl
ac

es
 o

ne
 c

an
 lo

ok
 f

or
 a

 jo
b.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
kn

ow
s 

w
he

re
 to

 lo
ok

 f
or

 th
e 

jo
b 

th
ey

 w
an

t

H
ow

? 
ca

n 
lo

ok
 f

or
 th

e 
jo

b 
th

ey
 w

an
t i

n 
fi

ve
 d

if
fe

re
nt

 p
la

ce
s

)E
xa

m
pl

e 
- 

w
an

t a
ds

, y
el

lo
w

 p
ag

es
, n

et
w

or
ki

ng
, e

m
pl

oy
m

en
t o

ff
ic

es
 (

go
ve

rn
m

en
t

an
d 

co
m

pa
ni

es
)

K
no

w
le

dg
e

B
as

e

lo
ok

in
g 

fo
r 

a 
jo

b 
ca

n 
be

 o
ne

 o
f 

th
e 

m
os

t d
if

fi
cu

lt 
ta

sk
s 

yo
u 

w
ill

 d
o

it 
he

lp
s 

to
 r

ev
ie

w
 y

ou
r 

pe
rs

on
al

 p
ro

fi
le

 to
 d

et
er

m
in

e 
yo

ur
 d

es
ir

ab
le

 q
ua

lit
ie

s
re

vi
ew

 th
e 

re
se

ar
ch

 y
ou

 d
id

 o
n 

th
e 

va
ri

ou
s 

oc
cu

pa
tio

ns
 in

 o
rd

er
 to

id
en

tif
y 

ta
rg

et
 e

m
pl

oy
er

s
fi

nd
in

g 
a 

jo
b 

is
 a

 jo
b 

its
el

f
lo

ok
in

g 
fo

r 
w

or
k 

is
 ti

m
e 

co
ns

um
in

g
th

e 
gr

ea
te

r 
th

e 
va

ri
et

y 
of

 jo
b 

se
ar

ch
 te

ch
ni

qu
es

 y
ou

 u
se

, t
he

 m
or

e 
lik

el
y

yo
u 

ar
e 

to
 f

in
d 

th
e 

ki
nd

 o
f 

w
or

k 
yo

u 
w

an
t

'

Su
gg

es
te

d
R

es
ou

rc
es

19
'

l3
>

 a
 tr

ip
 to

 C
an

ad
a 

E
m

pl
oy

m
en

t C
en

tr
e

O
D

 in
vi

te
 a

 C
an

ad
a 

E
m

pl
oy

m
en

t C
en

tr
e 

re
pr

es
en

ta
tiv

e 
to

 y
ou

r 
pr

og
ra

m
ID

 g
ue

st
 s

pe
ak

er
 f

ro
m

 a
 c

om
pa

ny
's

 p
er

so
nn

el
 d

ep
ar

tm
en

t,
C

>
 c

la
ss

if
ie

d 
ad

s 
fr

om
 th

e 
ne

w
sp

ap
er

1:
a>

 jo
b 

fi
nd

in
g 

cl
ub

s

1
19

8

E
as

te
r?

? 
O

nt
ar

io
 O

pe
n 

L
ea

rn
in

g 
N

et
w

or
k

27
N

ov
em

be
r 

19
93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

.:'
,4

e:
...

.

oY
"' 

4,
1

,:-
:X

.'
J.

'..
.c

.
ii

.it
...

,
,,,

.' 
;,k

t '
''

y'
..

..
.C

om
m

en
ts

/S
ug

gg
st

io
,i,

.
4,

1,
C

ir
4:

::!
':

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 fi
ll 

ou
t a

 jo
b 

ap
pl

ic
at

io
n 

fo
rm

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
ex

pr
es

s 
hi

s/
he

r 
sk

ill
s,

 ta
le

nt
s,

 e
du

ca
tio

n,
 e

xp
er

ie
nc

e 
an

d
ch

ar
ac

te
r 

in
 a

n 
ap

pl
ic

at
io

n 
fo

rm

H
ow

? 
ca

n 
co

m
pl

et
e 

an
 a

pp
lic

at
io

n 
fo

rm
 fo

r 
fiv

e 
se

pa
ra

te
 jo

bs
 th

at
 th

ey
 a

re
in

te
re

st
ed

 in

E
xa

m
pl

e 
- 

m
ay

 u
se

 jo
b 

ad
s 

fr
om

 C
an

ad
a 

E
m

pl
oy

m
en

t C
en

tr
e,

 Z
el

le
r's

, W
oo

lc
o,

LO
E

B
,e

tc
.

K
no

w
le

dg
e

B
as

e

an
 a

pp
lic

at
io

n 
fo

rm
, r

es
um

e 
an

d 
co

ve
rin

g 
le

tte
r 

ar
e 

ad
ve

rt
is

em
en

ts
ab

ou
t y

ou
rs

el
f

th
ey

 te
ll 

th
e 

em
pl

oy
ee

 w
ho

 y
ou

 a
re

, w
ha

t y
ou

 h
av

e 
do

ne
, a

nd
 w

ha
t y

ou
ca

n 
do

 fo
r 

th
e 

em
pl

oy
er

ap
pl

ic
at

io
n 

fo
rm

s,
 c

ov
er

in
g 

le
tte

rs
, a

nd
 r

es
um

es
 a

re
 u

se
d 

by
 th

e 
em

pl
oy

er
to

 q
ui

ck
ly

 s
or

t o
ut

 w
hi

ch
 a

pp
lic

an
ts

 th
ey

 w
ill

 in
te

rv
ie

w
 fo

r 
th

e 
jo

b
em

pl
oy

er
s 

ke
ep

 a
pp

lic
at

io
ns

, c
ov

er
in

g 
le

tte
rs

 a
nd

 r
es

um
es

 th
at

 a
re

 c
le

ar
,

ne
at

 a
nd

 in
te

re
st

in
g.

 T
he

 r
es

t w
ill

 b
e 

re
je

ct
ed

.
.

go
od

 w
rit

in
g 

sk
ill

s 
ar

e 
es

se
nt

ia
l

Su
gg

es
te

d
R

es
ou

rc
es

C
>

 a
pp

lic
at

io
n 

fo
rm

s 
ca

n 
be

 p
ic

ke
d 

up
 a

t m
os

t p
la

ce
s 

of
 b

us
in

es
s 

an
d

C
an

ad
a 

E
m

pl
oy

m
en

t C
en

tr
es

ID
 g

ue
st

 s
pe

ak
er

s 
fr

om
 p

er
so

nn
el

 d
ep

ar
tm

en
ts

 a
t m

aj
or

 c
om

pa
ni

es
E

D
 jo

b 
fin

di
ng

 c
lu

bs
.

zi

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
28

2
N

ov
em

be
r 

19
93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

,.
''

A

...
.1

(i
,. 

-t
!'

.
- 

_
;A

 Y
 ..

ii4
.

{)
'.1

i: 
k

l'
,.,

?.
..,

."
'v

,
gi

p 
.,,

/3
1,

,,,
,4

;
,

..:
.,:

v
.

'''
!

''
1

,
4,

:li
,il

liZ
.A

 -
..'

...
'

l"
 '1

.
1

-.
a 

i.
1.

;
:

'
.)

,
,

fk
i.

,..
.,

I
4.

,1

f/
 4

00
4(

a'
!:

.
..:

;.q
.,

..
.

V
ri

:,'
,

.
ef

ir
ri

jr
le

 ts
l,S

ag
be

st
ib

ri
s-

.4
:1

.
-.

 f
ie

.
:.

...
 '

: .
"3

4
3.

.
.1

14
.4

19
::"

.
1 

.4
%

14
V

t.
1

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 w
ri

te
 a

 r
es

um
e 

fo
r 

th
e 

jo
b 

th
ey

 w
an

t.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
ex

pr
es

s 
hi

s/
he

r 
sk

ill
s,

 a
bi

lit
ie

s,
 ta

le
nt

s,
 e

du
ca

tio
n,

 e
xp

er
i-

en
ce

 a
nd

 c
ha

ra
ct

er
 in

 a
n 

re
su

m
e

H
ow

? 
ca

n 
w

ri
te

 a
 r

es
um

e 
fo

r 
fi

ve
 s

ep
ar

at
e 

jo
bs

 th
at

 th
ey

 a
re

 in
te

re
st

ed
 in

E
xa

m
pl

e 
- 

m
ay

 u
se

 jo
b 

ad
s 

fr
om

 C
an

ad
a 

E
m

pl
oy

m
en

t C
en

tr
es

, Z
el

le
r's

, W
oo

lc
o,

L
O

E
B

, e
tc

.

K
no

w
le

dg
e

B
as

e

an
 a

pp
lic

at
io

n 
fo

rm
, r

es
um

e 
an

d 
co

ve
ri

ng
 le

tte
r 

ar
e 

ad
ve

rt
is

em
en

ts
ab

ou
t y

ou
rs

el
f

th
ey

 te
ll 

th
e 

em
pl

oy
er

 w
ho

 y
ou

 a
re

, w
ha

t y
ou

 h
av

e 
do

ne
 a

nd
 w

ha
t y

ou
ca

n 
do

 f
or

 th
e 

em
pl

oy
er

ap
pl

ic
at

io
n 

fo
rm

s,
 c

ov
er

in
g 

le
tte

rs
 a

nd
 r

es
um

es
 a

re
 u

se
d 

by
 th

e 
em

pl
oy

er
to

 q
ui

ck
ly

 s
or

t o
ut

 w
hi

ch
 a

pp
lic

an
ts

 th
ey

 w
ill

 in
te

rv
ie

w
em

pl
oy

er
s 

ke
ep

 a
pp

lic
at

io
ns

, c
ov

er
in

g 
le

tte
rs

 a
nd

 r
es

um
es

 th
at

 a
re

 c
le

ar
,

ne
at

 a
nd

 in
te

re
st

in
g.

 T
he

 r
es

t w
ill

 b
e 

re
je

ct
ed

.
go

od
 w

ri
tin

g 
sk

ill
s 

ar
e 

es
se

nt
ia

l

Su
gg

es
te

d
R

es
ou

rc
es

C
>

 C
an

ad
a 

E
m

pl
oy

m
en

t C
en

tr
e,

ID
 g

ue
st

 s
pe

ak
er

s 
fr

om
 p

er
so

nn
el

 d
ep

ar
tm

en
ts

 o
f 

la
rg

e 
co

m
pa

ni
es

ID
 jo

b 
fi

nd
in

g 
cl

ub
s

91
7

20
1

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
29

N
ov

em
be

r 
19

93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

, ,
 'r

.
I

3:
 ..

,
.1

,
4.

..
...

...
V

i..
! 

. 4

..:
:4

:4
84

M
tir

j:,

i
1

I
,

, ,
: .

...
-

1.
..t

. "
.0

hf
 i'

;
'4

 7
1;

 %
C

om
m

en
ts

/S
t

ig
e

iti
ns

,,t
,

k,
,i.

i i
s

,,,
,..

,..
0,

..,
.,

S
A

l .
:,

,
.

'
,

-,
,!

,
..

'
1.

-t
t'

'
x 

,,,
,

...
 _

4.
.

i.

II
 ''

..;
,

e+
2-

'..
.

'
.7

'
1.

:"
.'1

9 
.V

i.?
.:Q

A
t:J

),
.,

.:I
r

S'
L

"4
!?

kr
:. 

f.
if

ili
.

,w
k 

,8
40

fi
e

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 w
ri

te
 a

 c
ov

er
 le

tte
r 

to
 a

pp
ly

 f
or

 th
e 

jo
b 

th
ey

 w
an

t.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
ex

pr
es

s 
hi

s/
he

r 
sk

ill
s,

 a
bi

lit
ie

s,
 ta

le
nt

s,
 e

du
ca

tio
n,

ex
pe

ri
en

ce
 a

nd
 c

ha
ra

ct
er

 in
 a

 c
ov

er
 le

tte
r

H
ow

? 
ca

n 
w

ri
te

 a
 c

ov
er

 le
tte

r 
fo

r 
fi

ve
 s

ep
ar

at
e 

jo
bs

 th
at

 th
ey

 a
re

 in
te

re
st

ed
 in

E
xa

m
pl

e 
- 

m
ay

 u
se

 jo
b 

ad
s 

fr
om

 C
an

ad
a 

E
m

pl
oy

m
en

t C
en

tr
e,

 Z
el

le
r's

, W
oo

lc
o,

L
O

E
B

, e
tc

.

K
no

w
le

dg
e

B
as

e

an
 a

pp
lic

at
io

n,
 c

ov
er

in
g 

le
tte

r 
an

d 
re

su
m

e 
ar

e 
ad

ve
rt

is
em

en
ts

 a
bo

ut
 y

ou
rs

el
f

th
ey

 te
ll 

th
e 

em
pl

oy
er

 w
ho

 y
ou

 a
re

, w
ha

t y
ou

 h
av

e 
do

ne
 a

nd
 w

ha
t y

ou
 c

an
do

 f
or

 th
e 

em
pl

oy
er

ap
pl

ic
at

io
n 

fo
rm

s,
 c

ov
er

in
g 

le
tte

rs
 a

nd
 r

es
um

es
 a

re
 u

se
d 

by
 th

e 
em

pl
oy

er
tO

 q
ui

ck
ly

 s
or

t o
ut

 w
hi

ch
 a

pp
lic

an
ts

 th
ey

 w
ill

 in
te

rv
ie

w
em

pl
oy

er
s 

ke
ep

 a
pp

lic
at

io
ns

, c
ov

er
in

g 
le

tte
rs

 a
nd

 r
es

um
es

 th
at

 a
re

 c
le

ar
,

ne
at

 a
nd

 in
te

re
st

in
g.

 T
he

 r
es

t a
re

 r
ej

ec
te

d.
go

od
 w

ri
tin

g 
sk

ill
s 

ar
e 

es
se

nt
ia

l

Su
gg

es
te

d
R

es
ou

rc
es

0 
C

an
ad

a 
E

m
pl

oy
m

en
t C

en
tr

es
ID

 g
ue

st
 s

pe
ak

er
s 

fr
om

 p
er

so
nn

el
 d

ep
ar

tm
en

ts
 o

f 
la

rg
e 

co
m

pa
ni

es
ID

 jo
b 

fi
nd

in
g 

cl
ub

s

E
gr

el
rh

i O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
30

2 
0 

4
N

ov
em

be
r 

19
93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

i
".

"
A ii 
i.

l:.
.."

(1
 4

:
.

.il

'
..,

:
' .

4
,::

.;;
.

4.
...

.:;
1'

'''.
.4

;
'..

 5
- 

A
 k

: '
;;.

. I
..>

.
.X

.4
., 

I
til

;.
+

 .
.s

.;-
.t 

" 
11

/4
'

.
24

: '
,I

.'
:k

 i
,'

;.,
:.,

;?
-4
it'

ll
.

,..
.:4

-.
,

i
.

..t
PI

,rt
.

le
e

1.
4'

 4
.,

4:
14

.4
%

U
, 4

1;
 ,.

.-
.

','
1 

I.
,

4
'.'

.."
."

''''

i
.,

, o
rr

ir
tie

ri
ts

lp
id

g 
-s

tr
ol

ls
'

..f
.

,
-

'!
: g

 ie
 .1

.':
''.

'!'
 ,.

. g
.1

10
:"

!
..

Sk
ill

T
hi

s 
pe

rs
on

 d
em

on
st

ra
te

s 
an

 a
w

ar
en

es
s 

of
 th

e 
sk

ill
s 

ne
ed

ed
 f

or
 a

 jo
b 

in
te

rv
ie

w
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
pr

ep
ar

e 
th

em
se

lv
es

 s
uc

ce
ss

fu
lly

 f
or

 a
 jo

b 
in

te
rv

ie
w

 b
y

re
he

ar
si

ng
 p

os
iti

ve
 r

es
po

ns
es

 to
 in

te
rv

ie
w

 q
ue

st
io

ns

H
ow

? 
ca

n 
an

sw
er

 ty
pi

ca
l j

ob
 in

te
rv

ie
w

 q
ue

st
io

ns
 in

 a
 p

os
iti

ve
 m

an
ne

r 
on

 f
iv

e
se

pa
ra

te
 o

cc
as

io
ns

E
xa

m
pl

e 
- 

qu
es

tio
ns

 a
bo

ut
 e

xp
er

ie
nc

e,
 a

h 
:M

ie
s,

 e
du

ca
tio

n 
an

d 
tr

ai
ni

ng
, w

ha
t p

ay
yo

u 
ex

pe
ct

, w
or

ki
ng

 c
on

di
tio

ns
, r

ef
er

en
ce

s,
 w

hy
 y

ou
 w

an
t t

o 
w

or
k 

he
re

, w
he

re
yo

u 
se

e 
yo

ur
se

lf
 in

 th
re

e 
ye

ar
s

K
no

w
le

dg
e

B
as

e
kn

ow
in

g 
w

ha
t t

o 
sa

y 
an

d 
ho

w
 to

 a
ct

 c
an

 b
e 

th
e 

di
ff

er
en

ce
 b

et
w

ee
n 

ge
tti

ng
th

e 
jo

b 
an

d 
no

t g
et

tin
g 

th
e 

jo
b

it'
s 

w
or

th
w

hi
le

 to
 a

nt
ic

ip
at

e 
an

d 
pr

ep
ar

e 
an

sw
er

s 
to

 q
ue

st
io

ns
 th

at
em

pl
oy

er
s 

m
ig

ht
 h

av
e

in
te

rv
ie

w
er

s 
m

ay
 a

sk
 y

ou
 if

 y
ou

 h
av

e 
an

y 
qu

es
tio

ns
 f

or
 th

em
. B

e 
pr

ep
ar

ed
.

it'
s 

im
po

rt
an

t t
o 

st
ud

y 
yo

ur
 r

es
um

e,
 a

s 
so

m
e 

qu
es

tio
ns

 m
ay

 c
om

e 
di

re
ct

ly
fo

rm
 th

er
e

it'
s 

a 
go

od
 id

ea
 to

 le
ar

n 
al

l y
ou

 c
an

 a
bo

ut
 th

e 
co

m
pa

ny
/a

ge
nc

y 
to

 w
hi

ch
yo

u 
ar

e 
ap

pl
yi

ng
w

ea
r 

cl
ot

he
s 

to
 th

e 
in

te
rv

ie
w

 th
at

 y
ou

 w
ou

ld
 w

ea
r 

to
 d

o 
th

at
 jo

b
ne

at
ne

ss
 a

nd
 c

le
an

lin
es

s 
ar

e 
es

se
nt

ia
l

be
 a

w
ar

e 
of

 a
ll 

th
e 

m
es

sa
ge

s 
in

 b
od

y 
la

ng
ua

ge

Su
gg

es
te

d
R

es
ou

rc
es

ID
 b

ra
in

st
or

m
 f

or
 p

os
si

bl
e 

in
te

rv
ie

w
 q

ue
st

io
ns

D
 C

an
ad

a 
E

m
pl

oy
m

en
t C

en
tr

e
D

 r
ol

e 
pl

ay
 in

te
rv

ie
w

 s
itu

at
io

ns
 a

nd
 q

ue
st

io
ns

D
 a

llo
w

 o
th

er
s 

to
 o

ff
er

 f
ee

db
ac

k
D

 jo
b 

fi
nd

in
g 

cl
ub

s
20

 6
'

2O
E

as
te

rn
 O

nt
ar

io
 O

pe
n 

L
ea

rn
in

g 
N

et
w

or
k

31
N

ov
em

be
r 

19
93



E
m

pl
oy

m
en

t

P
er

so
na

l G
ro

w
th

 P
at

hs

,-
Y

lik
t

43
,,

.:
,

..,
.:.

..:
: 7

1
Z

I
.

It
.r

.%
' ,'

's
-N

"T
ar

Y
,-

E
I'l

.t.
.
:f

).
#0

.+
A

lf
r

t:"
--

if
'."

.;
,

.6
:;.

:
--

--
'1

.4
f:

'
'4

tz
.i:

;..
...

.-
zr

tI
vA

tr
f"

.,:
,-

-,
...

,z
.

..
!

yt
- 

A
t ,

,-
:1

C
om

m
en

t/S
p6

46
.s

tib
ps

f:
.

:
:..

c,
-;

,,'
-,

-,
x

W
- 

i.r
:. 

- 
..f

'.
.

.
::4

(1
:1

1'
;':

...
:%

;

Sk
ill

T
hi

s 
pe

rs
on

 d
em

on
st

ra
te

s 
an

 a
w

ar
en

es
s 

of
 th

e 
fa

ct
or

s 
in

vo
lv

ed
 in

 k
ee

pi
ng

 a
 jo

b.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
kn

ow
s 

th
at

 k
ee

pi
ng

 a
 jo

b 
is

 d
ep

en
de

nt
 o

n 
th

re
e 

ke
y 

ar
ea

s:
th

ei
r 

w
or

k 
pe

rf
on

na
nc

es
, h

ow
 th

ey
 h

an
dl

e 
w

or
k 

re
la

tio
ns

hi
ps

 a
nd

 h
ow

 o
ft

en
 th

ey
th

ei
r la

te
 o

r 
aw

ay
 f

ro
m

 w
or

k

H
ow

? 
ca

n 
de

ve
lo

p 
a 

lis
t o

f 
tip

s 
fo

r 
ke

ep
in

g 
a 

jo
b

-

E
xa

m
pl

e 
- 

at
tit

ud
es

, w
or

k 
ha

bi
ts

, p
er

so
na

l q
ua

lit
ie

s,
 a

tte
nd

an
ce

, c
op

in
g 

w
ith

ch
an

ge
, r

el
at

in
g 

to
 o

th
er

s

K
no

w
le

dg
e

B
as

e
yo

ur
 e

m
pl

oy
er

s 
ex

pe
ct

s 
so

m
et

hi
ng

 f
ro

m
 y

ou
 o

n 
da

y 
on

e
a 

go
od

 a
tti

tu
de

 a
ff

ec
ts

 h
ow

 y
ou

 lo
ok

, w
ha

t y
ou

 s
ay

, w
ha

t y
ou

 d
o

.

at
tit

ud
es

 a
ff

ec
t h

ow
 y

ou
 f

ee
l; 

ph
ys

ic
al

ly
 a

nd
 m

en
ta

lly
at

tit
ud

es
 a

ff
ec

t h
ow

 y
ou

 r
ea

ct
 to

 c
ri

tic
is

m
, m

is
ta

ke
s 

an
d 

pr
ai

se
fi

rs
t i

m
pr

es
si

on
s 

ar
e 

la
st

in
g 

im
pr

es
si

on
s

.

if
 y

ou
 a

re
 a

w
ay

 a
 lo

t, 
pe

op
le

 h
av

e 
to

 d
o 

yo
ur

 w
or

k
'

Su
gg

es
te

d
R

es
ou

rc
es

l b
ra

in
st

or
m

 f
or

 p
os

si
bl

e 
tip

s 
fo

r 
ke

ep
in

g 
a 

jo
b

0 
C

an
ad

a 
E

m
pl

oy
m

en
t C

en
tr

e
0 

jo
b 

fi
nd

in
g 

cl
ub

s
l e

m
pl

oy
er

s 
or

 p
er

so
nn

el
 r

ep
re

se
nt

at
iv

es
 f

ro
m

 la
rg

e 
co

m
pa

ni
es

.

. -
-,

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
32

1.
1

N
ov

em
be

r 
19

93



D
R

A
FT

 I
IN

E
as

te
rn

 O
nt

ar
io

O
pe

n 
L

ea
rn

in
g

N
et

w
or

k

St
an

da
rd

s 
fo

r 
Sk

ill
 C

om
pe

te
nc

ie
s

C
om

pu
te

r
Sk

ill
s

Fe
br

ua
ry

,
19

94

20
1

2 
L



C
om

pu
te

r
P

at
hs

T
ab

le
 o

f C
on

te
nt

s

D
ef

in
iti

on
 o

f 
T

er
m

s

Pr
og

re
ss

 P
ro

fi
le

3

W
ha

t C
an

 Y
ou

 D
o 

W
ith

 A
 C

om
pu

te
r?

4

K
no

w
in

g 
T

he
 P

hy
si

ca
l C

om
po

ne
nt

s
(H

ar
dw

ar
e)

5

U
nd

er
st

an
di

ng
 T

he
 P

ro
gr

am
s

(S
of

tw
ar

e)
11

K
ey

bo
ar

di
ng

13

W
or

d 
Pr

oc
es

si
ng

16

21
1

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k

.2
12

1
Fe

br
ua

ry
 1

99
4



C
om

pu
te

r 
P

at
hs

D
ef

in
iti

on
 o

f t
er

m
s

Sk
ill

s 
ar

e 
su

b-
di

vi
de

d 
in

to
 th

ef
ol

lo
w

in
g:

S
ki

ll A
 d

es
cr

ip
tio

n 
of

 a
n 

ac
tiv

ity
 o

r
be

ha
vi

or
 th

at
 c

an
 b

e 
de

m
on

st
ra

te
d.

Le
ar

ni
ng

 O
ut

co
m

es
A

n 
ex

pl
an

at
io

n 
of

 w
ha

t i
s 

ne
ed

ed
 to

co
m

pe
te

nt
ly

 d
em

on
st

ra
te

 th
is

 s
ki

ll.
 C

on
te

xt
ex

am
pl

es
 a

re

gi
ve

n.

K
no

w
le

dg
e 

B
as

e
T

he
 b

ac
kg

ro
un

d 
kn

ow
le

dg
e 

ne
ce

ss
ar

y 
to

de
m

on
st

ra
te

 th
is

 s
ki

ll.

S
ug

ge
st

ed
 R

es
ou

rc
es

Sp
ec

if
ie

s 
si

tu
at

io
ns

 a
nd

 m
at

er
ia

ls
us

ed
 to

 le
ar

n 
an

d 
de

m
on

st
ra

te
 th

e 
sk

ill
.

21
3

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
N

et
w

or
k

O
2

21
4

F
eb

ru
ar

y 
19

94



P
ro

gr
es

s 
P

ro
fil

e

Id
en

tif
ic

at
io

n 
C

od
e

K
no

w
in

g 
th

e 
Ph

ys
ic

al
 C

om
po

ne
nt

s 
(H

ar
dw

ar
e)

4 
1

I
I

#1
#2

#3
#4

#5

U
nd

er
st

an
di

ng
 th

e 
Pr

og
ra

m
s 

(S
of

tw
ar

e)

#21
I *

#1
#3

K
ey

bo
ar

di
ng

#1
#2

#3

W
or

d 
Pr

oc
es

si
ng

#1
#2

#3
#4

#5
#6

#7

C
om

pu
te

r 
P

at
hs

21
.6

21
13

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
O

3
Fe

br
ua

ry
 1

99
4



W
ha

t C
an

 Y
ou

 D
o 

W
ith

 A
 C

om
pu

te
r?

U
se

 E
du

ca
tio

na
l S

of
tw

ar
e

ga
 W

ri
te

 A
 L

et
te

r

(P
i D

ra
w

 A
 P

ic
tu

re

IP
, M

ak
e 

A
 H

ou
se

ho
ld

 B
ud

ge
t

ia
 M

ak
e 

A
 P

os
te

r

ia
 I

nc
re

as
e 

em
pl

oy
ab

ili
ty

 s
ki

lls

21

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k

C
om

pu
te

r
P

at
hs

IR
 P

la
y 

A
 G

am
e

IQ
 L

ea
rn

 A
 L

an
gu

ag
e

ci
L

ea
rn

 A
 S

ki
ll

2 
D

o 
R

es
ea

rc
h

2 
K

ee
p 

T
ra

ck
 O

f 
A

dd
re

ss
es

 a
nd

T
el

ep
ho

ne
 N

um
be

rs

21
3

4
Fe

br
ua

ry
 1

99
4



C
om

pu
te

r 
P

at
hs

K
no

w
in

g 
T

he
. P

hy
si

ca
l C

om
po

ne
nt

s 
(H

ar
dw

ar
e)

...
...

_.
...

..
Sk

ill
T

hi
s 

pe
rs

on
 c

an
 id

en
tif

y 
th

e 
ph

ys
ic

al
 p

ar
ts

 o
f 

a 
co

m
pu

te
r.

C
om

pu
te

r

:.,
..

s.
,,.

..:
- 

ti

.

-
-

- 
-

P
rin

te
r

M
on

ito
r

O
n/

O
ff 

sw
itc

h 
fo

r
th

e 
co

m
pu

te
r 

on
 th

e 
rig

ht
ne

ar
 th

e 
ba

ck

F
lo

pp
y 

D
is

k 
D

riv
e

H
ar

d 
D

is
k 

D
riv

e
;1

'2
%

'
...

. '4
?

4,
,,

-

.,

...
,..

._
41

1P
-'

N
I 

..I
II

 I

M
ou

se

c 
: '

,
'

-

'

...
;. 

,:$
0,

.,

.,.
- --

- 
__

__

,, 
,;,

$,
6_

,
,

,,,
,,,

..t
,;.

1,

..

.
,

,,,
,,,

..
.

-,
-.

;
r 

W
ia

l=

--
--

...
.

'''' ,s; ,.

-
.,

--
--

C
O

A
N

.

11 __
_.

..

. , -.
. K

ey
bo

ar
d

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 id

en
tif

y 
th

e 
co

m
pu

te
r,

 m
on

ito
r,

 o
n/

of
f 

sw
itc

h,
 k

ey
bo

ar
d,

 f
lo

pp
y

di
sk

 d
ri

ve
, h

ar
d 

di
sk

, m
ou

se
, p

ri
nt

er

H
ow

? 
ca

n 
la

be
l a

 d
ia

gr
am

 o
r 

po
in

t t
o 

an
d 

na
m

e 
th

e 
pa

rt
s 

of
 a

 c
om

pu
te

r 
on

 3
se

pa
ra

te
 o

cc
as

io
ns

E
xa

m
pl

e:
ca

n 
id

en
tif

y 
th

e 
ite

m
s 

on
 th

e 
ill

us
tr

at
io

n 
op

po
si

te

K
no

w
le

dg
e

B
as

e

ha
rd

w
ar

e 
is

 th
e 

ph
ys

ic
al

 e
qu

ip
m

en
t t

ha
t m

ak
es

 u
p 

a 
co

m
pu

te
r 

sy
st

em
.

al
l c

om
pu

te
r 

sy
st

em
, l

ar
ge

 a
nd

 s
m

al
l, 

co
nt

ai
n 

si
m

ila
r 

ha
rd

w
ar

e.
th

e 
va

ri
ou

s 
pi

ec
es

 a
re

 c
on

ne
ct

ed
 to

 th
e 

sy
st

em
 u

ni
t b

y 
ca

bl
e

th
e 

m
on

ito
r 

is
 a

ls
o 

ca
lle

d 
th

e 
sc

re
en

, d
is

pl
ay

 o
r 

ca
th

od
e 

ra
y 

tu
be

ha
rd

 d
is

ks
 a

nd
 d

ri
ve

s 
ar

e 
ou

t o
f 

si
gh

t, 
se

al
ed

 in
to

 th
e 

sy
st

em
a 

di
sk

 is
 a

 p
er

m
an

en
t f

or
m

 o
f 

st
or

ag
e 

be
ca

us
e 

it 
so

re
s 

in
fo

rm
at

io
n 

in
m

ag
ne

tic
 f

or
m

 w
he

n 
th

e 
co

m
pu

te
r 

is
 tu

rn
ed

 o
ff

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

M
ac

W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

 O
ff

ic
e

H
ow

 C
om

pu
te

rs
 W

or
k

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 th
e 

pa
rt

s 
of

 a
 c

om
pu

te
r

2
1
)

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
5

22
0 Fe

br
ua

ry
 1

99
4



#1
 R

N
A

* 
Pa

ts
 o

f 
a 

C
or

np
ut

er
(c

on
tiO

od
y

, .
.

C
om

pu
te

r 
P

at
hs

La
be

l t
he

 p
ar

ts
 o

f t
he

 c
om

pu
te

r

M
ou

se

H
ar

d 
D

is
k 

D
riv

e

M
on

ito
r

F
lo

pp
y 

D
is

k 
D

riv
e

O
n/

O
ff 

S
w

itc
h

K
ey

bo
ar

d

P
rin

te
r

C
om

pu
te

r

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
6

Fe
br

ua
ry

 1
99

4



C
om

pu
te

r 
P

at
hs

K
no

w
in

g 
T

he
 P

hy
si

ca
l C

om
po

ne
nt

s 
(H

ar
dw

ar
e)

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 g
iv

e 
th

e 
fu

nc
tio

n 
of

 th
e 

ph
ys

ic
al

 p
ar

ts
 o

f 
a 

co
m

pu
te

r.
T

hi
s 

pe
rs

on
 c

an
 id

en
tif

y 
th

e 
pa

rt
s 

of
 th

e 
pr

in
te

r.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 g

iv
e 

th
e 

fu
nc

tio
n 

of
 th

e 
co

m
pu

te
r,

 m
on

ito
r,

 o
n/

of
f 

sw
itc

h,
 k

ey
-

bo
ar

d,
 d

is
k 

dr
iv

e,
 h

ar
d 

di
sk

, f
lo

pp
y 

di
sk

, m
ou

se
, p

ri
nt

er

H
ow

? 
ca

n 
de

sc
ri

be
 th

e 
fu

nc
tio

n 
of

 th
e 

ph
ys

ic
al

 p
ar

ts
 o

f 
th

e 
co

m
pu

te
r 

ve
rb

al
ly

or
 in

 w
ri

tin
g 

on
 th

re
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e:
 c

an
 e

xp
la

in
 th

e 
pu

rp
os

e 
of

 th
e 

in
di

ca
to

r 
lig

ht
s 

on
 th

e 
co

m
pu

te
r,

pr
in

te
r 

an
d 

m
on

ito
r

W
ha

t?
 c

an
 id

en
tif

y 
th

e 
on

/o
ff

 s
w

itc
h,

 th
e 

re
ad

y 
lig

ht
, o

n 
lin

e 
bu

tto
n,

 f
or

m
fe

ed
, l

in
e 

fe
ed

, w
he

re
 to

 f
ee

d 
th

e 
pa

pe
r 

m
id

 w
he

re
 to

 r
em

ov
e 

th
e 

pr
in

te
d 

co
py

H
ow

? 
ca

n 
la

be
l a

 d
ia

gr
am

 o
r 

po
in

t t
o 

th
e 

pa
rt

s 
of

 th
e 

pr
in

te
r 

on
 th

re
e 

se
pa

ra
te

oc
ca

si
on

s

E
xa

m
pl

e:
 c

an
 id

en
tif

y 
th

e 
pa

rt
s 

of
 a

 d
ot

-m
at

ri
x,

 in
k 

je
t o

r 
la

se
r 

pr
in

te
r

K
no

w
le

dg
e

B
an

ha
rd

w
ar

e 
is

 th
e 

ph
ys

ic
al

 e
qu

ip
m

en
t t

ha
t m

ak
es

 u
p 

th
e 

co
m

pu
te

r 
sy

st
em

al
l c

om
pu

te
r 

sy
st

em
s,

 la
rg

e 
an

d 
sm

al
l, 

co
nt

ai
n 

si
m

ila
r 

ha
rd

w
ar

e
th

e 
va

ri
ou

s 
pi

ec
es

 a
re

 c
on

ne
ct

ed
 to

 th
e 

sy
st

em
 u

ni
t b

y 
ca

bl
e

th
e 

m
on

ito
r 

is
 a

ls
o 

ca
lle

d 
th

e 
sc

re
en

, d
is

pl
ay

, c
at

ho
de

 r
ay

 tu
be

di
sk

 d
ri

ve
s 

ar
e 

de
vi

ce
s 

th
at

 r
ot

at
e 

fl
op

py
 o

r 
ha

rd
 d

is
ks

di
sk

 d
ri

ve
s 

us
ua

lly
 h

av
e 

a 
lo

ck
 f

ea
tu

re
ha

rd
 d

is
ks

 a
nd

 d
ri

ve
s 

ar
e 

ou
t o

f 
si

gh
t, 

se
al

ed
 in

to
 th

e 
sy

st
em

a 
di

sk
 is

 a
 p

er
m

an
en

t f
or

m
 o

f 
st

or
ag

e 
be

ca
us

e 
it 

st
or

es
 in

fo
rm

at
io

n
in

 m
ag

ne
tic

 f
or

m
 w

he
n 

th
e 

co
m

pu
te

r 
is

 tu
rn

ed
 o

ff

th
e 

pr
in

te
r 

is
 u

su
al

ly
 lo

ca
te

d 
be

si
de

 th
e 

co
m

pu
te

r
it 

is
 c

on
ne

ct
ed

 to
 th

e 
co

m
pu

te
r 

by
 a

 c
ab

le
th

e 
pr

in
te

r 
is

 c
on

tr
ol

le
d 

fr
om

 th
e 

ke
yb

oa
rd

 o
r 

th
e 

m
ou

se
th

er
e 

ar
e 

th
re

e 
ba

si
c 

ty
pe

s 
of

 p
ri

nt
er

s:
 d

ot
-m

at
ri

x,
 in

k 
je

t a
nd

 la
se

r
a 

pr
in

te
r 

al
w

ay
s 

ha
s 

a 
se

pa
ra

te
 p

ow
er

 c
ab

le
 a

nd
 m

us
t b

e 
tu

rn
ed

 o
n 

an
d 

of
f

se
pa

ra
te

ly

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
-

PC
 C

om
pu

tin
g

M
ac

U
se

r
M

ac
W

or
ld

W
or

dP
er

fe
ct

 F
or

 D
um

m
ie

s
D

O
S 

Fo
r 

D
um

m
ie

s
G

ro
w

in
g 

W
ith

 W
or

dP
er

fe
ct

 5
.1

 F
or

 C
ol

le
ge

, S
ch

oo
l a

nd
 O

ff
ic

e

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 th
e 

pa
rt

s 
of

 th
e 

co
m

pu
te

r

!I
 .-

I 
'T

h

D
O

S 
R

es
ou

rc
e 

G
ui

de
,

PC
 M

ag
az

in
e

PC
 C

om
pu

tin
g

M
ac

U
se

r
M

ac
W

or
ld

W
or

dP
er

fe
ct

 F
or

 D
um

m
ie

s
D

O
S 

Fo
r 

D
um

m
ie

s
G

ro
w

in
g 

W
ith

 W
or

dP
er

fe
ct

 5
.1

 F
or

 C
ol

le
ge

, S
ch

oo
l a

nd
 O

ff
ic

e

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 th
e 

pa
rt

s 
of

 a
 p

ri
nt

er

Fs
--

"-
-.

.-
-

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
7

Fe
br

ua
ry

 1
99

1



C
om

pu
te

r 
P

at
hs

re
m

ov
e 

th
e

pr
in

te
d 

co
py

he
re

T
H

E
 L

A
S

E
R

 P
R

IN
T

E
R

O
n/

O
ff 

sw
itc

h
at

 th
e 

ba
ck

S
ki

ll 
#3

 P
rin

te
rs

 (
co

nt
in

ue
d)

T
H

E
 D

O
T

 M
A

T
R

IX
 P

R
IN

T
E

R

re
m

ov
e 

th
e

pr
in

te
d 

co
py

 h
er

e

in
di

ca
to

r 
lig

ht
s

O
n/

O
ff 

sw
itc

h 
on

th
e 

le
ft 

ne
ar

 th
e 

fr
on

t

B
ut

to
ns

: f
or

 o
n-

lin
e

fo
rm

 fe
ed

lin
e 

fe
ed

C
)

tr
ay

 fo
r 

bl
an

k
pa

pe
r

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k

in
di

ca
to

r 
lig

ht
s 

an
d

B
ut

to
ns

: f
or

 o
n-

lin
e

fo
rm

 fe
ed

lin
e 

fe
ed

fe
ed

 fr
es

h
pa

pe
r 

he
re

8
Fe

br
ua

ry
 1

99
4



K
no

w
in

g 
T

he
 P

hy
si

ca
l

C
om

po
ne

nt
s 

(H
ar

dw
ar

e)

#1
P

iin
te

iis
lo

ol
iti

nu
ec

t)

C
om

pu
te

r 
P

at
hs

La
be

l t
he

 p
ar

ts
 o

f t
he

 la
se

r 
pr

in
te

r

tr
ay

 fo
r 

bl
an

k 
pa

pe
r

pr
in

te
d 

co
py

 s
lo

t
bu

tto
ns

 fo
r:

 o
n-

lin
e,

 fo
rm

 fe
ed

 a
nd

lin
e 

fe
ed

on
/o

ff 
sw

itc
h

In
di

ca
to

r 
lig

ht
s

T
H

E
 L

A
S

E
R

 P
R

IN
T

E
R

La
be

l t
he

 p
ar

ts
 o

f t
he

 d
ot

 m
at

rix
 p

rin
te

r

re
m

ov
e 

th
e 

pr
in

te
d 

co
py

in
di

ca
to

r 
lig

ht
s 

an
d 

bu
tto

ns
 fo

r:
 o

n-
lin

e,
fo

rm
 fe

ed
an

d 
lin

e 
fe

ed
bu

tto
ns

 fo
r:

 o
n 

-li
ne

, f
or

m
 fe

ed
 a

nd
 li

ne
fe

ed

fe
ed

 fr
es

h 
pa

pe
r 

he
re

on
/o

ff 
sw

itc
h 

on
 th

e 
le

ft 
ne

ar
 th

e 
fr

on
t

T
H

E
 D

O
T

 M
A

T
R

IX
 P

R
IN

T
E

R

2 
2 

'1

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

01
?

28

9
Fe

br
ua

ry
 1

99
4



C
om

pu
te

r 
P

at
hs

K
no

w
in

g 
T

he
 P

hy
si

ca
lC

om
po

ne
nt

s 
(H

ar
dw

ar
e)

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 id
en

tif
y 

th
e 

fu
nc

tio
n 

of
 th

e 
pa

rt
s 

of
 th

e
pr

in
te

r.
T

hi
s 

pe
rs

on
 c

an
 s

ta
rt

 u
p 

an
d 

tu
rn

 o
ff

 th
e 

co
m

pu
te

r,
 m

on
ito

ra
nd

 p
ri

nt
er

.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 id

en
tif

y 
th

e 
fu

nc
tio

n 
of

 th
e 

on
/o

ff
 s

w
itc

h,
 r

ea
dy

lig
ht

, o
n 

lin
e

bu
tto

n,
 f

or
m

 f
ee

d,
 li

ne
 f

ee
d

H
ow

? 
ca

n 
de

sc
ri

be
 th

e 
fu

nc
tio

n 
of

 th
e 

pa
rt

s 
of

 th
e

pr
in

te
r 

on
 th

re
e 

se
pa

ra
te

oc
ca

si
on

s

E
xa

m
pl

e:
 c

an
 d

es
cr

ib
e 

th
e 

fu
nc

tio
n 

of
 th

e 
pa

rt
s 

of
 a

do
t-

m
at

ri
x,

 in
k 

je
t o

r

la
se

r 
pr

in
te

r

W
ha

t?
 c

an
 s

ta
rt

 u
p 

th
e 

co
m

pu
te

r,
 m

on
ito

r 
an

d 
pr

in
te

r 
an

d 
tu

rn
th

em
 o

ff
 a

ga
in

Fl
ow

? 
ca

n 
tu

rn
 o

n 
an

d 
of

f 
th

e 
co

m
pu

te
r,

 m
on

ito
r 

an
d 

pr
in

te
r 

on
th

re
e 

se
pa

ra
te

oc
ca

si
on

s 
ov

er
 ti

m
e

E
xa

m
pl

e:
 f

in
d 

th
e 

on
/o

ff
 s

w
itc

h 
an

d 
th

ei
r 

lig
ht

s 
on

 th
e 

co
m

pu
te

r,
 m

on
ito

r
an

d

pr
in

te
r

K
no

w
le

dg
e

B
as

e

th
e 

pr
in

te
r 

is
 u

su
al

ly
 lo

ca
te

d 
be

si
de

 th
e 

co
m

pu
te

r
it 

is
 c

on
ne

ct
ed

 to
 th

e 
co

m
pu

te
r 

by
 a

 c
ab

le
th

e 
pr

in
te

r 
is

 c
on

tr
ol

le
d 

fr
om

 th
e 

ke
yb

oa
rd

 o
r 

th
e 

m
ou

se
th

er
e 

ar
e 

th
re

e 
ba

si
c 

ty
pe

s 
of

 p
ri

nt
er

s:
 d

ot
-m

at
ri

x,
in

k 
je

t a
nd

 la
se

r 
pr

in
te

rs
a 

pr
in

te
r 

al
w

ay
s 

ha
s 

a 
se

pa
ra

te
 p

ow
er

ca
bl

e 
an

d 
m

us
t h

e 
tu

rn
ed

 o
n 

an
d 

of
f

se
pa

ra
te

ly
th

e 
lig

ht
s 

on
 th

e 
pr

in
te

r 
te

ll 
w

he
th

er
 o

r 
no

t t
he

pr
in

te
r 

is
 r

ea
dy

 a
nd

w
or

ki
ng

 p
ro

pe
rl

y

th
e 

co
m

pu
te

r 
w

ill
 la

st
 lo

ng
er

 if
 th

e 
fo

llo
w

in
g 

ru
le

s 
ar

e 
us

ed
:

st
ar

t t
he

 c
om

pu
te

r,
 m

on
ito

r 
an

d 
pr

in
te

r 
se

pa
ra

te
ly

, n
ot

al
l a

t o
nc

e

w
ith

 a
 p

ow
er

 b
ar

tr
y 

to
 u

se
 th

e 
on

/o
ff

 s
w

itc
he

s 
on

ly
 o

nc
e 

a 
da

y
to

 s
ta

rt
, t

ur
n 

on
 th

e 
m

on
ito

r,
 p

ri
nt

er
 a

nd
 th

en
 th

e 
co

m
pu

te
r

to
 s

hu
t d

ow
n,

 tu
rn

 o
ff

 th
e 

co
m

pu
te

r,
 th

e 
pr

in
te

r 
an

d 
th

en
 th

e
m

on
ito

r

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

M
ac

W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 th
e 

pa
rt

s 
of

 a
 p

rin
te

r

D
O

S 
R

es
ou

rc
e 

G
ui

de
.

PC
 M

ag
az

in
e

PC
 C

om
pu

tin
g

M
ac

U
se

r
M

ac
W

or
ld

W
or

dP
er

fe
ct

 F
or

 D
um

m
ie

s
D

O
S 

Fo
r 

D
um

m
ie

s
G

ro
w

in
g 

W
ith

 W
or

dP
er

fe
ct

 5
.1

 F
or

 C
ol

le
ge

, S
ch

oo
l a

nd
 O

ff
ic

e

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 th
e 

pa
rt

s 
of

 a
 c

om
pu

te
r

2 E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

10
F

eb
ru

ar
y 

19
94



U
nd

er
st

an
di

ng
 P

ro
gr

am
s 

(s
of

tw
ar

e)

Sk
ill

L
ea

rn
in

g
O

ut
co

m
es

K
no

w
le

dg
e

B
as

e

Su
gg

es
te

d
R

es
ou

rc
es

C
om

pu
te

r 
P

at
hs

r

, ,
 ,

' 4
'

, '
 ' 

' ,
s>

,,,
 ..

/, 
, #1

'3
' ,

/: 
i $

:1
:',

'
,

`;
,, 

4,
. ,

,
F 

,..
,

,
s

,
.'

'
,

'
:

, r
42

,
,

,..
"

%
`',

...
...

.a
...

..'
 ..

...
...

m
...

...
...

...
...

...
...

...
:

T
hi

s 
pe

rs
on

 c
an

 li
st

 th
e 

m
ai

n 
pr

og
ra

m
 ty

pe
s.

T
hi

s 
pe

rs
on

 d
em

on
st

ra
te

s 
a 

ba
si

c 
un

de
rs

ta
nd

in
g 

of
 th

e 
co

m
pu

te
r's

 o
pe

ra
tin

g
sy

st
em

.

W
ha

t?
 c

an
 e

xp
la

in
 th

e 
pu

rp
os

e 
of

 e
ac

h 
ty

pe
 o

f 
pr

og
ra

m

H
ow

? 
ca

n 
ex

pl
ai

n 
th

e 
pu

rp
os

e 
of

 th
re

e 
ty

pe
s 

of
 p

ro
gr

am
s 

ei
th

er
 v

er
ba

lly
or

 in
 w

ri
tin

g

E
xa

m
pl

e:
 w

or
d 

pr
oc

es
so

rs
, s

pr
ea

d 
sh

ee
ts

, d
at

a 
ba

se
s,

 d
ra

w
in

g/
pa

in
tin

g,
ga

m
es

, e
du

ca
tio

na
l s

of
tw

ar
e,

 o
pe

ra
tin

g 
sy

st
em

s

W
ha

t?
 c

an
 c

ar
ry

 o
ut

 th
e 

ba
si

c 
op

er
at

in
g 

sy
st

em
's

 in
st

ru
ct

io
ns

 a
nd

 c
an

de
te

rm
in

e 
if

 th
e 

co
m

pu
te

r 
ha

s 
st

ar
te

d 
up

 to
 a

 n
or

m
al

 c
on

di
tio

n

H
ow

? 
ca

n 
id

en
tif

y 
th

e 
re

ad
y 

sc
re

en
 a

ft
er

 a
 n

or
m

al
 s

ta
rt

 u
p 

on
 th

re
e 

se
pa

ra
te

oc
ca

si
on

s

E
xa

m
pl

e:
 m

ak
e 

a 
co

py
 o

f 
a 

til
e,

 s
ho

w
 a

 d
ir

ec
to

ry
/ f

ol
de

r 
of

 f
ile

s,
 d

et
er

m
in

e
th

e 
lo

ca
tio

n 
of

 f
ile

s,
 id

en
tif

y 
th

e 
na

m
es

 o
f 

th
e 

di
sk

 d
ri

ve
s

co
m

pu
te

rs
 c

an
 d

o 
m

an
y 

th
in

gs
se

pa
ra

te
 p

ro
gr

am
s 

ar
e 

ne
ed

ed
 f

or
 s

pe
ci

fi
c 

ta
sk

s 
(y

ou
 c

an
no

tw
ri

te
 a

 le
tte

r

us
in

g 
a 

ga
m

e)
w

he
n 

yo
u 

bu
y 

a 
co

m
pu

te
r,

 a
 n

um
be

r 
of

 p
ro

gr
am

s 
ar

e 
al

re
ad

y 
in

 th
e

co
m

pu
te

r 
(y

ou
 c

an
 b

uy
 e

xt
ra

 p
ro

gr
am

s
fo

r 
yo

ur
 c

om
pu

te
r)

an
 o

pe
ra

tin
g 

sy
st

em
 is

 a
 p

ro
gr

am
 th

at
 le

ts
 a

ll 
th

e 
ot

he
r 

pr
og

ra
m

s
w

or
k 

to
ge

th
er

an
 o

pe
ra

tin
g 

sy
st

em
 k

ee
ps

 tr
ac

k 
of

 a
ll 

th
e 

pr
og

ra
m

s 
an

d 
w

or
k 

in
 y

ou
r

co
m

pu
te

r
an

 o
pe

ra
tin

g 
sy

st
em

 a
llo

w
s 

yo
u 

to
 p

ri
nt

 o
ut

 y
ou

r 
w

or
k

an
 o

pe
ra

tin
g 

sy
st

em
 a

llo
w

s 
yo

u 
to

 u
se

 f
lo

pp
y 

di
sk

s 
pr

op
er

ly

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

'

M
ac

W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 d
if

fe
re

nt
 ty

pe
s 

of
 p

ro
gr

am
s

D
O

S 
R

es
ou

rc
e 

G
ui

de
'

PC
 M

ag
az

in
e

PC
 C

om
pu

tin
g

M
ac

U
se

r
M

ac
W

or
ld

W
or

dP
er

fe
ct

 F
or

 D
um

m
ie

s
D

O
S 

Fo
r 

D
um

m
ie

s
G

ro
w

in
g 

W
ith

 W
or

dP
er

fe
ct

 5
.1

 F
or

 C
ol

le
ge

, S
ch

oo
l a

nd
 O

ff
ic

e

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 th
e 

op
er

at
in

g 
sy

st
em

23
1

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

e 
17

 f
lin

g 
N

et
w

or
k

ot
o'

11

23
2

Fe
br

ua
ry

 1
99

4



U
nd

er
st

an
di

ng
 P

ro
gr

am
s

(s
of

tw
ar

e)

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 f
or

m
at

 a
 d

at
a 

di
sk

.

C
om

pu
te

r 
P

at
hs

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 f

or
m

at
 a

 b
la

nk
 d

at
a 

di
sk

 to
 s

to
re

 a
do

cu
m

en
t

H
ow

? 
ca

n 
us

e 
th

e 
op

er
at

in
g 

sy
st

em
's

 c
om

m
an

d 
pr

om
pt

to
 f

or
m

at
 a

 b
la

nk
 d

is
k

on
 th

re
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e:
 f

or
m

at
 a

 b
la

nk
 3

.5
 in

ch
 f

lo
pp

y
di

sk

K
no

w
le

dg
e

B
as

e

fo
rm

at
tin

g 
a 

ne
w

 d
is

k 
pr

ep
ar

es
 it

 f
or

 u
se

yo
u 

ca
nn

ot
 s

to
re

 f
ile

s 
on

 a
 d

is
k

un
til

 y
ou

 h
av

e 
fo

rm
at

te
d 

it
do

 n
ot

 f
or

m
at

 a
 d

is
k 

m
or

e 
th

an
 o

nc
e

us
e 

a 
so

ft
 f

el
t t

ip
pe

d 
pe

n 
fo

r
la

be
lli

ng
 y

ou
r 

di
sk

st
or

e 
in

 a
n 

en
ve

lo
pe

 w
he

n 
yo

u 
ar

e 
no

tu
si

ng
 it

do
 n

ot
 p

la
ce

 f
lo

pp
y 

di
sk

s 
ne

ar
 a

 m
ag

ne
tic

fi
el

d 
su

ch
 a

s 
a 

co
m

pu
te

r 
or

 a

te
le

ph
on

e
do

 n
ot

 s
cr

at
ch

, b
en

d 
or

 p
ok

e 
th

e 
di

sk
do

 n
ot

 s
to

re
 d

is
ks

 in
 e

xt
re

m
e 

he
at

 o
r 

co
ld

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
 U

se
r

M
ac

 W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
,S

ch
oo

l a
nd

 O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 f
or

m
at

 a
 d

at
a 

di
sk

23
3 E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g

N
et

w
or

k
90

'
12

Fe
br

ua
ry

 1
99

4



K
ey

bo
ar

di
ng

Sk
ill

C
om

pu
te

r 
P

at
hs

T
hi

s 
pe

rs
on

 c
an

 id
en

tif
y 

th
e 

se
ct

io
ns

 o
f 

a 
ke

yb
oa

rd
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 id

en
tif

y 
th

e 
fu

nc
tio

n 
ke

ys
, c

t..
..o

r,
 c

on
tr

ol
 k

ey
s,

 n
um

er
ic

 k
ey

 p
ad

,
ty

pe
w

ri
te

r 
ke

ys
, p

ag
e 

co
nt

ro
l k

ey
s

H
ow

? 
ca

n 
la

be
l a

 d
ia

gr
am

 o
r 

po
in

t t
o 

an
d 

na
m

e 
th

e 
se

ct
io

ns
 o

f 
a 

ke
yb

oa
rd

 o
n

th
re

e 
se

pa
ra

te
 o

cc
as

io
ns

E
xa

m
pl

e:
 k

ey
s 

to
 id

en
tif

y:
 F

un
ct

io
n,

 ty
pe

w
ri

te
r,

 n
um

be
r,

 E
nt

er
, S

hi
ft

,
D

el
et

e,
 A

rr
ow

, B
ac

ks
pa

ce
, T

ab
, C

tr
l, 

A
lt,

 E
sc

ap
e,

 C
ap

sl
oc

k

K
no

w
le

dg
e

B
as

e

a 
va

ri
et

y 
of

 k
ey

bo
ar

ds
 e

xi
st

 b
ut

 th
ey

 a
ll 

co
nt

ai
n 

th
e 

sa
m

e 
st

an
da

rd
 s

ec
tio

ns
th

e 
ke

yb
oa

rd
 o

f 
a 

co
m

pu
te

r 
is

 s
im

ila
r 

to
 th

e 
ke

yb
oa

rd
 o

f 
ty

pe
w

ri
te

r
th

e 
A

lt 
an

d 
C

tr
l k

ey
s 

ar
e 

ne
ve

r 
us

ed
 a

lo
ne

 (
th

ey
 a

re
 u

se
d 

w
ith

 o
th

er
 k

ey
s 

to
ca

rr
y 

ou
t a

ct
io

ns
 in

 th
e 

pr
og

ra
m

)

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

M
ac

 W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

 O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 th
e 

ke
yb

oa
rd

T
H

E
 K

E
Y

B
O

A
R

D

fu
nc

tio
n 

ke
ys

pa
ge

 c
on

tr
ol

 k
ey

s

liM
la

sl
es

ia
m

m
ty

pe
w

rit
er

 k
ey

s

cu
rs

or
 c

on
tr

ol
 k

ey
s

23
6

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
90

'

nu
m

er
ic

 k
ey

pa
d

23
t

13
Fe

br
ua

ry
 1

99
4



C
om

pu
te

r 
P

at
hs

K
ey

bo
ar

di
ng

,
,

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 id
en

tif
y 

th
e 

fu
nc

tio
n 

of
 k

ey
s 

on
 a

ke
yb

oa
rd

.
T

hi
s 

pe
rs

on
 c

an
 T

yp
e 

at
 a

 r
at

e 
w

hi
ch

 is
 e

ff
ic

ie
nt

 f
or

 h
is

/h
er

ne
ed

s.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 id

en
tif

y 
th

e 
fu

nc
tio

n 
of

 th
e 

ke
ys

 o
n

th
e 

ke
yb

oa
rd

 f
or

 y
ou

r 
op

er
at

-

m
g 

sy
st

em

H
ow

? 
ca

n 
gi

ve
 th

e 
fu

nc
tio

n 
of

 th
e 

ke
ys

 o
n 

th
e

ke
yb

oa
rd

 v
er

ba
lly

 o
r 

in
 w

ri
tin

g

on
 th

re
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e:
 D

es
cr

ib
e 

th
e 

fu
nc

tio
n 

of
 th

e 
fo

llo
w

in
g 

ke
ys

:
Fu

nc
tio

n,
 ty

pe
w

ri
te

r,
E

nt
er

, S
hi

ft
, D

el
et

e,
 A

rr
ow

, B
ac

ks
pa

ce
, T

ab
,

C
tr

l, 
A

lt,
 E

sc
ap

e,
 C

ap
si

oc
k

W
ha

t?
 c

an
 ty

pe
 a

t a
 r

at
e 

w
hi

ch
 is

 e
ff

ic
ie

nt
 f

or
 h

is
/h

er
 o

w
n

ne
ed

s

H
ow

? 
ca

n 
ty

pe
w

or
ds

 p
er

 m
in

ut
e 

on
 th

e 
co

m
pu

te
r 

on
 th

re
e 

se
pa

ra
te

oc
ca

si
on

s

E
xa

m
pl

e:
 a

 m
es

sa
ge

, a
 le

tte
r,

 a
 li

st
, a

n 
ad

dr
es

s,
 a

 r
es

um
e,

m
in

ut
es

 f
ro

m
 a

m
ee

tin
g,

 in
st

ru
ct

io
ns

K
no

w
le

dg
e

B
as

e

a 
va

ri
et

y 
of

 k
ey

bo
ar

ds
 e

xi
st

bu
t t

he
y 

al
l c

on
ta

in
 th

e 
sa

m
e 

st
an

da
rd

 s
ec

tio
ns

an
d 

ke
ys

th
e 

A
lt 

an
d 

C
tr

l k
ey

s 
ar

e 
ne

ve
r 

us
ed

 a
lo

ne
 (

th
ey

 a
re

us
ed

 w
ith

 o
th

er
 k

ey
s 

to
ca

rr
y 

ou
t a

ct
io

ns
 in

 th
e 

pr
og

ra
m

)
th

e 
Fu

nc
tio

n 
ke

ys
 (

F1
 to

 F
12

) 
ca

rr
y 

ou
ts

pe
ci

fi
c 

ac
tio

ns
 in

 d
if

fe
re

nt
pr

og
ra

m
s 

(f
or

 e
xa

m
pl

e:
 s

pe
ll 

ch
ec

ke
r,

sa
vi

ng
, p

ri
nt

in
g)

th
e 

ty
pe

w
ri

te
r 

ke
ys

 a
re

 m
os

tly
 u

se
d 

fo
r

da
ta

 in
pu

t
yo

u 
m

ay
 u

se
 th

e 
nu

m
be

r 
pa

d 
if

 y
ou

 a
re

ty
pi

ng
 a

 lo
t o

f 
nu

m
be

rs
th

e 
nu

m
be

rs
 o

n 
th

e 
nu

m
be

r 
pa

d 
ar

e 
ar

ra
ng

ed
in

 th
e 

sa
m

e 
w

ay
 a

s 
th

ey
 a

re
 o

n

a 
ca

lc
ul

at
or

ty
pi

ng
 y

ou
r 

w
or

k 
is

 m
or

e 
fo

rm
al

 th
an

 h
an

dw
ri

tn
g 

it
th

er
e 

ar
e 

oc
ca

si
on

s 
w

he
n 

ty
pi

ng
 is

 a
lm

os
t a

lw
ay

s 
ne

ce
ss

ar
y

(f
or

 e
xa

m
pl

e:
co

ve
r 

le
tte

rs
 f

or
 jo

b 
ap

pl
ic

at
io

ns
 s

ho
ul

d 
be

ty
pe

d)
an

 e
ff

ic
ie

nt
 ty

pi
st

 m
ay

 e
ve

n 
ty

pe
 f

as
te

r 
th

an
he

/s
he

 c
an

 w
ri

te

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

M
ac

W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

 O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 b
ec

om
e 

fa
m

ili
ar

 w
ith

 th
e 

ke
yb

oa
rd

bo
ok

s 
th

at
 te

ac
h 

ty
pi

ng
 s

ki
lls

ch
ar

ts
 a

nd
 p

os
te

rs
 th

at
 s

ho
w

 p
ro

pe
r 

ha
nd

 p
la

ce
m

en
t

op
po

rt
un

iti
es

 to
 b

ec
om

e 
co

m
fo

rt
ab

le
 w

ith
 th

e 
ke

yb
oa

rd
 a

nd
 to

 p
ra

ct
ic

e
ty

pi
ng

23
,

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

14
2

F
eb

ru
ar

y 
15

/5
'4



C
om

pu
te

r 
P

at
hs

K
ey

bo
ar

di
ng

...
.

.

,
;

..
.

r
,

23
JLa

be
l t

he
 p

ar
ts

 o
f t

he
 k

ey
bo

ar
d

cu
rs

or
 c

on
tr

ol
 k

ey
s

ty
pe

w
rit

er
 k

ey
s

pa
ge

 c
on

tr
ol

 k
ey

s

nu
m

er
ic

 k
ey

pa
d

/
\

fu
nc

tio
n 

ke
ys

.. 
,:,

:::
:,

6=
1 

C
d.

t.
,,,

,l3
 M

R
M

r.
,,;

23
1 

m
il 

01
1 

Il
lm

 M
S 

m
a 

M
I 

/M
I 

M
A

 M
I 

1=
1 

N
M

I 
A

M
*c

ti;
1

.,'
',.

K
.,.

.;;
.

am
 ..

.
;.,

,,,
,

6,
1

IM
O

 M
O

 M
O

ra
'C

r"
3

iM
''r

,..
M

.
.

..
f 

..N
s

...
..,

..M
n

M
.;

3.
..

..
.I

.tp
.)

.

T
H

E
 K

E
Y

B
O

A
R

D
24

0

I

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
15

Fe
br

ua
ry

 1
99

4



W
or

d 
P

ro
ce

ss
in

g

Sk
ill

C
om

pu
te

r 
P

at
hs

T
hi

s 
pe

rs
on

 c
an

 s
ta

rt
 u

p 
a 

w
or

d 
pr

oc
es

si
ng

 p
ro

gr
am

.
T

hi
s 

pe
rs

on
 c

an
 c

re
at

e 
a 

fi
le

 in
 a

 w
or

d 
pr

oc
es

so
r.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 f

in
d 

th
e 

w
or

d 
pr

oc
es

si
ng

 p
ro

gr
am

 in
 th

e
m

ai
n 

m
en

u 
an

d 
st

ar
t i

t u
p

fo
r 

us
e

H
ow

? 
ca

n 
fi

nd
 th

e 
w

or
d 

pr
oc

es
si

ng
 p

ro
gr

am
in

 th
e 

m
ai

n 
m

en
u 

an
d 

st
ar

t i
t u

p
so

 th
at

 it
 is

 r
ea

dy
 to

 u
se

 o
n 

th
re

e 
se

pa
ra

te
oc

ca
si

on
s

E
xa

m
pl

e:
 W

or
dP

er
fe

ct
, M

ic
ro

so
ft

 W
or

d,
 P

C
W

ri
te

, A
m

iP
ro

, W
or

dS
ta

r,

M
ac

W
ri

te
, E

as
yW

ri
te

r

W
ha

t?
 c

an
 ty

pe
 a

 d
oc

um
en

t a
nd

 th
en

 c
re

at
e 

a 
fi

le
 f

or
 th

at
do

cu
m

en
t

H
ow

? 
ca

n 
fo

llo
w

 th
e 

st
ep

s 
fo

r 
sa

vi
ng

 a
 d

oc
um

en
t t

he
fi

rs
t t

im
e 

an
d 

cr
ea

te
 a

fi
le

 o
n 

th
re

e 
se

pa
ra

te
 o

cc
as

io
ns

E
xa

m
pl

e:
 c

re
at

e 
a 

fi
le

 f
or

 a
 m

es
sa

ge
, l

is
t, 

le
tte

r,
 a

dd
re

ss
,i

ns
tr

uc
tio

ns

K
no

w
le

dg
e

B
as

e

w
or

d 
pr

oc
es

si
ng

 is
 u

si
ng

 a
 c

om
pu

te
r 

to
 p

re
pa

re
 a

w
ri

tte
n 

te
xt

so
m

e 
pe

op
le

 u
se

 th
e 

w
or

d 
"d

oc
um

en
t"

 to
 m

ea
n

w
ri

tte
n 

te
xt

w
ith

 a
 w

or
d 

pr
oc

es
so

r,
 y

ou
 c

an
 m

ak
e 

ch
an

ge
s

ea
si

ly
 a

nd
 h

av
e 

th
e 

fi
na

l

co
py

 p
ri

nt
ed

 o
ut

so
m

e 
of

 th
e 

ch
an

ge
s 

yo
u 

ca
n 

m
ak

e
in

cl
ud

e 
ad

di
ng

 in
fo

rm
at

io
n,

 e
ra

si
ng

in
fo

rm
at

io
n,

 c
ha

ng
in

g 
gr

am
m

ar
 a

nd
 s

pe
lli

ng
w

ith
ou

t a
 w

or
d 

pr
oc

es
so

r,
 c

ha
ng

in
g 

th
e 

do
cu

m
en

ti
s 

a 
lo

t o
f 

w
or

k
be

ca
us

e 
th

e 
en

tir
e 

do
cu

m
en

t m
us

t b
e 

re
ty

pe
d

a 
fi

le
 is

 th
e 

pl
ac

e 
in

 th
e 

co
m

pu
te

r 
w

he
re

 y
ou

r
w

or
k 

is
 s

to
re

d
yo

u 
sh

ou
ld

 g
iv

e 
th

at
 f

ile
 a

 n
am

e 
so

 th
at

 y
ou

 c
an

fi
nd

 y
ou

r 
w

or
k 

ag
ai

n
w

he
n 

yo
u 

ne
ed

 it
yo

u 
sh

ou
ld

 g
iv

e 
th

e 
fi

le
 a

 n
am

e 
w

hi
ch

w
ill

 te
ll 

yo
u 

w
ha

t i
s 

in
 th

e 
fi

le
th

e 
fi

le
 n

am
e 

ar
ea

 is
 b

la
nk

 if
 y

ou
 h

av
e 

no
t y

et
 s

av
ed

 th
e

do
cu

m
en

t
kn

ow
 th

e 
na

m
in

g 
ru

le
s 

fo
r 

yo
ur

 o
pe

ra
tin

g 
sy

st
em

kn
ow

 th
e 

na
m

es
 o

f 
th

e 
di

sk
 d

ri
ve

s 
th

at
 y

ou
 h

av
e 

in
 y

ou
r 

co
m

pu
te

r

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

M
ac

W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

un
un

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 p
ra

ct
ic

e 
st

ar
tin

g 
up

 th
e 

w
or

d 
pr

oc
es

si
ng

 p
ro

gr
am

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

M
ac

W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

 O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 c
re

at
e 

fi
le

s 
in

 th
e 

w
or

d 
pr

oc
es

so
r

2 
4 

1-
E

as
te

rn
 O

nt
ar

io
 O

pe
n 

L
ea

rn
in

g 
N

et
w

or
k

16
Fe

br
ua

4
4

09



C
om

pu
te

r 
P

at
hs

W
or

d 
P

ro
ce

ss
in

g

E
T

T
P

IM
IR

rn
,IT

T
,

,
,

,
'

-
Sk

ill
T

hi
s 

pe
rs

on
 c

an
 e

di
t a

n 
ex

is
tin

g 
fi

le
 a

nd
 s

av
e 

it.
T

hi
s 

pe
rs

on
 c

an
 c

op
y 

a 
fi

le
 o

nt
o 

a 
di

sk
,

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 c

al
l u

p 
an

 e
xi

st
in

g 
fi

le
, m

ak
e 

ch
an

ge
s 

to
 it

 a
nd

 s
av

e
th

e 
ed

ite
d

oo
cu

ni
en

t
H

ow
? 

ca
n 

ca
ll 

up
 a

n 
ex

is
tin

g 
fi

le
, e

di
t s

pe
lli

ng
 o

r 
gr

am
m

ar
an

d 
sa

ve
 th

e

ed
ite

d 
fi

le
 o

n 
th

re
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e:
 e

di
t a

 m
es

sa
ge

, l
is

t, 
le

tte
r,

 a
dd

re
ss

, i
ns

tr
uc

tio
ns

W
ha

t?
 c

an
 te

ll 
th

e 
w

or
d 

pr
oc

es
so

r 
to

 s
av

e 
a 

do
cu

m
en

t o
f 

a 
di

sk

H
ow

? 
ca

n 
se

le
ct

 th
e 

co
m

m
an

d 
fo

r 
sa

vi
ng

 a
 f

ile
, t

el
l t

he
 c

om
pu

te
r

w
hi

ch
 d

ri
ve

yo
u 

w
an

t t
o 

sa
ve

 th
e 

fi
le

 to
, s

av
e 

th
e 

fi
le

 a
nd

 a
ns

w
er

 a
ny

of
 th

e 
co

nf
ir

m
in

g
qu

es
tio

ns
 o

n 
th

re
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e:
 s

av
e 

a 
le

tte
r,

 m
es

sa
ge

, l
is

t, 
ad

dr
es

s,
 r

ec
ip

e,
 in

st
ru

ct
io

ns
 o

n 
a

di
sk

K
no

w
le

dg
e

B
as

e

to
 e

di
t a

 f
ile

 is
 to

 r
ea

d 
it 

an
d 

m
ak

e 
an

y
ch

an
ge

s 
th

at
 a

re
 n

ee
de

d
it 

is
 im

po
rt

an
t t

o 
sa

ve
 a

ny
 c

ha
ng

es
 th

at
 y

ou
 m

ak
e

a 
co

m
pu

te
r 

al
lo

w
s 

yo
u 

to
 c

ha
ng

e 
an

y 
pa

rt
of

 th
e 

do
cu

m
en

t s
o 

th
at

 y
ou

 d
o

no
t h

av
e 

to
 r

et
yp

e 
al

l o
f 

th
e 

te
xt

m
ak

in
g 

ch
an

ge
s 

on
 a

 w
or

d 
pr

oc
es

so
r 

is
 f

ai
rl

y 
ea

sy
yo

u 
ca

n 
m

ov
e 

th
e 

cu
rs

or
 to

 th
e 

le
ft

of
 th

e 
w

ha
t y

ou
 h

av
e 

ty
pe

d 
an

d 
us

e 
th

e
ba

ck
sp

ac
e 

ke
y 

to
 e

ra
se

 w
ha

t y
ou

 h
av

e 
ty

pe
d

yo
u 

ca
n 

ad
d 

ne
w

 le
tte

rs
 o

r 
w

or
ds

 b
y

pl
ac

in
g 

th
e 

cu
rs

or
 to

 th
e 

le
ft

 o
f 

w
he

re
yo

u 
w

an
t t

o 
ad

d 
th

e 
ne

w
 te

xt
 a

nd
 th

en
 ty

pe
in

 th
e 

ne
w

 te
xt

so
m

e 
pe

op
le

 r
ef

er
 to

 le
tte

rs
, n

um
be

rs
an

d 
an

y 
ot

he
r 

sy
m

bo
ls

 o
n 

th
e

ke
yb

oa
rd

 a
s 

"c
ha

ra
ct

er
s"

.

to
 c

op
y 

in
fo

rm
at

io
n 

is
 to

 tr
an

sf
er

 it
 f

ro
m

 o
ne

 p
la

ce
 to

an
ot

he
r 

w
ith

ou
t

ch
an

gi
ng

 th
e 

or
ig

in
al

sa
vi

ng
 y

ou
r 

w
or

k 
on

 a
 d

is
k 

is
 a

 p
er

m
an

en
t w

ay
 o

f 
sa

vi
ng

 y
ou

r 
w

or
k

kn
ow

 th
e 

na
m

es
 o

f 
th

e 
di

sk
 d

ri
ve

s 
on

 y
ou

r 
co

m
pu

te
r

sa
vi

ng
 y

ou
r 

w
or

k 
on

 a
 d

is
k 

al
lo

w
s 

so
m

eo
ne

 e
ls

e 
to

 u
se

 y
ou

r 
w

or
k 

on
an

ot
he

r 
co

m
pu

te
r

kn
ow

le
dg

e 
of

 d
ir

ec
to

ri
es

/f
ol

de
rs

 in
 y

ou
r 

co
m

pu
te

r

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

M
ac

W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

 O
ff

ic
e

fp
/im

pu
ni

tie
s 

to
 e

di
t f

ile
s 

in
 th

e 
w

or
d 

pr
oc

es
so

r

D
O

S 
R

es
ou

rc
e 

G
ui

de
'

PC
 M

ag
az

in
e

PC
 C

om
pu

tin
g

M
ac

U
se

r
M

ac
W

or
ld

W
or

dP
er

fe
ct

 F
or

 D
um

m
ie

s
D

O
S 

Fo
r 

D
um

m
ie

s
G

ro
w

in
g 

W
ith

 W
or

dP
er

fe
ct

 5
.1

 F
or

 C
ol

le
ge

, S
ch

oo
l a

nd
 O

ff
ic

e

O
pp

or
tu

ni
tie

s 
to

 c
op

y 
di

sk
s 

on
to

 a
 d

is
k

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
17

24
4

Fe
br

ua
ry

 1
99

4



C
om

pu
te

r 
P

at
hs

W
or

d 
P

ro
ce

ss
in

g

.

,
,

,..
/ *

,,
'':

'
,

-
-

-I
'
W

:.
','

,
-:

-,
.

'.
' -

`,
'''.

,
,

','
,
'

#6
,

'
'

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 r
ou

tin
el

y 
sa

ve
 w

or
k 

do
ne

 in
 a

 f
ile

 w
hi

le
 u

si
ng

 th
e 

w
or

d
pr

oc
es

so
r.

T
hi

s 
pe

rs
on

 c
an

 s
el

ec
t a

 f
ile

 to
 e

di
t f

ro
m

 a
 d

ir
ec

to
ry

 o
r 

fo
ld

er
.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 c

an
 r

ou
tin

el
y 

sa
ve

 w
or

k 
in

 a
 f

ile
 w

hi
le

 u
si

ng
 a

 c
om

pu
te

r 
so

 th
at

 a
ll 

th
e

ty
pi

ng
 is

 s
av

ed

H
ow

? 
ca

n 
sa

ve
 h

is
/h

er
 w

or
k 

ev
er

y 
fe

w
 m

in
ut

es
 u

si
ng

 th
e 

pr
og

ra
m

 c
om

m
an

ds
fo

r 
sa

vi
ng

 a
 d

oc
um

en
t o

n 
th

re
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e:
 a

dd
 a

 w
or

d,
 s

en
te

nc
e 

or
 p

ar
ag

ra
ph

 to
 a

 le
tte

r 
an

d 
sa

ve
 it

W
ha

t?
 c

an
 s

el
ec

t a
 f

ile
 to

 v
ie

w
 a

nd
 e

di
t

H
ow

? 
ca

n 
fo

llo
w

 th
e 

st
ep

s 
fo

r 
br

in
gi

ng
 a

 f
ile

 in
to

 th
e 

pr
og

ra
m

 to
 v

ie
w

, a
nd

th
en

 e
di

t a
 p

ar
t o

f 
th

at
 f

ile
 o

n 
th

re
e 

se
pa

ra
te

 o
cc

as
io

ns

E
xa

m
pl

e:
 b

ri
ng

 a
n 

ex
is

tin
g 

fi
le

 in
to

 th
e 

w
or

d 
pr

oc
es

si
ng

 p
ro

gr
am

 a
nd

 m
ak

e
ch

an
ge

s 
to

 it

K
no

w
le

dg
e

B
as

e

th
e 

fo
llo

w
in

g 
ar

e 
go

od
 r

ea
so

ns
 to

 f
or

m
 th

e 
ha

bi
t o

f 
ro

ut
in

el
y 

sa
vi

ng
 y

ou
r

w
or

k:
if

 th
e 

po
w

er
 g

oe
s 

ou
t w

hi
le

 y
ou

 a
re

 ty
pi

ng
, y

ou
r 

m
os

t r
ec

en
t w

or
k 

w
ill

 b
e

sa
ve

d 
if

 y
ou

 h
av

e 
sa

ve
d 

it
ro

ut
in

el
y.

if
 y

ou
 le

av
e 

th
e 

co
m

pu
te

r 
an

d 
so

m
eo

ne
 e

ls
e 

co
m

es
 a

lo
ng

 to
 u

se
 it

 w
ith

ou
t

sa
vi

ng
 y

ou
r 

w
or

k,
 y

ou
r 

m
os

t r
ec

en
t w

or
k 

w
ill

 b
e 

sa
ve

d

yo
u 

ca
n 

kn
ow

 w
ha

t i
s 

in
 e

ac
h 

fi
le

 in
 th

e 
su

bd
ir

ec
to

ry
 b

y 
vi

ew
in

g 
th

e 
fi

le
s 

in
th

e 
su

bd
ir

ec
to

ry
kn

ow
 th

e 
na

m
e 

of
 th

e 
fi

le
 y

ou
 w

is
h 

to
 c

ho
os

e
kn

ow
 th

e 
na

m
es

 o
f 

th
e 

di
sk

 d
ri

ve
s

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
PC

 C
om

pu
tin

g
M

ac
U

se
r

M
ac

 W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

 O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 s
av

e 
w

or
k 

in
 a

 w
or

d 
pr

oc
es

so
r

D
O

S 
R

es
ou

rc
e 

G
ui

de
I

PC
 M

ag
az

in
e

PC
 C

om
pu

tin
g

M
ac

U
se

r
M

ac
 W

or
ld

W
or

dP
er

fe
ct

 F
or

 D
um

m
ie

s
D

O
S 

Fo
r 

D
um

m
ie

s
G

ro
w

in
g 

W
ith

 W
or

dP
er

fe
ct

 5
.1

 F
or

 C
ol

le
ge

, S
ch

oo
l a

nd
 O

ff
ic

e

O
pp

or
tu

ni
tie

s 
to

 s
el

ec
t f

ile
s 

fr
om

 a
 d

ir
ec

to
ry

 f
or

 e
di

tin
g

24
3

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
L

ea
rn

in
g 

N
et

w
or

k
18

)

Fe
br

ua
ry

 1
99

4



C
om

pu
te

r 
P

at
hs

W
or

d 
P

ro
ce

ss
in

g

Sk
ill

T
hi

s 
pe

rs
on

 c
an

 p
ri

nt
 a

 d
oc

um
en

t.

L
ea

rn
in

g
O

ut
co

m
es

W
ha

t?
 th

is
 p

er
so

n 
ca

n 
pr

in
t o

ut
 a

 c
op

y 
of

 th
e 

w
or

k 
do

ne
 o

n 
th

e 
ke

yb
oa

rd

H
ow

? 
ca

n 
fo

llo
w

 th
e 

in
st

ru
ct

io
ns

 to
 p

re
vi

ew
 th

e 
pr

in
te

d 
ou

tp
ut

 o
n 

th
e 

sc
re

en
,

m
ak

e 
su

re
 th

e 
pr

in
te

r 
is

 o
n 

an
d 

ha
s 

pa
pe

r,
 a

nd
 f

ol
lo

w
 th

e 
in

st
ru

ct
io

ns
 in

 th
e

w
or

d 
pr

oc
es

so
r 

fo
r 

pr
in

tin
g 

ou
t a

 d
oc

um
en

t

E
xa

m
pl

e:
 p

ri
nt

 o
ut

 a
 le

tte
r,

 m
es

sa
ge

, l
is

t, 
ad

dr
es

s,
 r

ec
ip

e,
 in

st
ru

ct
io

ns
.

K
no

w
le

dg
e

B
as

e

a 
pr

in
te

r 
is

 a
 d

ev
ic

e 
fo

r 
ge

tti
ng

 w
ha

t i
s 

on
 th

e 
sc

re
en

 o
nt

o 
pa

pe
r 

(o
ut

pu
t)

yo
u 

ca
n 

pr
in

t o
ut

 o
n 

pa
pe

r 
ev

er
yt

hi
ng

 th
at

 y
ou

 s
ee

 o
n 

th
e 

sc
re

en
yo

u 
sh

ou
ld

 s
av

e 
yo

ur
 w

or
k 

be
fo

re
 y

ou
 p

ri
nt

 it
it 

is
 a

 g
oo

d 
id

ea
 to

 e
di

t y
ou

r 
w

or
k 

fr
om

 w
ha

t y
ou

 h
av

e 
pr

in
te

d 
ou

t o
n 

pa
pe

r
w

hi
le

 th
e 

do
cu

m
en

t i
s 

st
ill

 o
n 

th
e 

sc
re

en
an

y 
ch

an
ge

s 
th

at
 y

ou
 w

an
t t

o 
m

ak
e 

to
 th

e 
do

cu
m

en
t c

an
 b

e 
m

ad
e 

on
 th

e
sc

re
en

 w
hi

le
 th

e 
do

cu
m

en
t i

s 
th

er
e

.

re
m

em
be

r 
to

 s
av

e 
yo

ur
 e

di
te

d 
co

py

Su
gg

es
te

d
R

es
ou

rc
es

D
O

S 
R

es
ou

rc
e 

G
ui

de
PC

 M
ag

az
in

e
C

 C
om

pu
tin

g
M

ac
 U

se
r

M
ac

 W
or

ld
W

or
dP

er
fe

ct
 F

or
 D

um
m

ie
s

D
O

S 
Fo

r 
D

um
m

ie
s

G
ro

w
in

g 
W

ith
 W

or
dP

er
fe

ct
 5

.1
 F

or
 C

ol
le

ge
, S

ch
oo

l a
nd

 O
ff

ic
e

O
pp

or
tu

ni
tie

s 
to

 p
ra

ct
ic

e 
pr

im
in

g 
do

cu
m

en
ts

24
'7

E
as

te
rn

 O
nt

ar
io

 O
pe

n 
Le

ar
ni

ng
 N

et
w

or
k

19
24

6 Fe
br

ua
ry

 1
99

4


